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GF improves your firm's TF* 


A distinguished GF MODE-MAKER desk in your Reception 
Room impresses visitors, clients and customers 


It’s simply a matter of good business 
to look for charm, as well as good looks, 
in a receptionist. The same holds true of 
your reception room and its furnishings. 
That’s why so many progressive com- 
panies have their charming, good-look- 
ing receptionists sitting at charming, 


good-looking GF Mode-Maker desks. 
The Mode-Maker has all the fresh, clean 


lines of functional beauty that speak so 
well for any company. Because most 
receptionists ‘double in brass’, the 
roll-away typewriter shelf (shown above 
at the girl’s left) is there when needed 
«+. Out of sight when not being used. 


The modern design of GF’s Mode- 
Maker, its colorful finish and ultra- 
smooth, stainproof Velvoleum top fully 
reflect the prestige of your organization, 
All this plus economy ...for its cost comes 
to less than half of 1% of its user’s 


salary over a span of 15 years and more. 


Try out a handsome Mode-Maker in 
your reception room for a free 10-day 
trial. But we warn you...it will literally 
sell itself to your company’s callers, to 
your own personnel...yes, and to you, 
too! Just call your nearest GF distrib- 
utor or write The General Fireproofing 
Co., Dept. M-30, Youngstown 1, Ohio. 


NATIONAL SECRETARIES WEEK: MAY 23-29 . Better Secretaries Mean Better Business 
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GENERAL 
FIREPROOFING 


Foremost in Metal Business Furniture 





MODE-MAKER DESKS « GOODFORM 
ALUMINUM CHAIRS ¢« SUPER-FILER 
MECHANIZED FILING EQUIPMENT e 
GF ADJUSTABLE STEEL SHELVING 
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Policy re manuscripts: The object of Manage- 
ment METHODS is to offer ‘'practical solutions to 
management's problems.” For that reason we never 
highlight a problem without offering at least a 
partial solution or a recommended course of ac- 
tion. Whenever possible, we like to offer the 
reader something he can do right now fo correct 
a procedure or solve a problem in his business. 

Much of our editorial material comes from busi- 
ness and management specialists as well as from 
active businessmen aft all levels of management. 

Most articles employ case histories. An article 
may be based on a single case history or can be 
built around a group of related case histories. We 
like to mention the name of the user company 
involved in each case history and, when possible, 
to quote an officer of the company. 

We endeavor to return all manuscripts. However, 
we assume no responsibility for material not spe- 
cifically requested by us. 
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THE tRUCY MODERN OFFICE MUST BE AIR CONDITIONED 





EMPLOYEES WHO WORK IN COMFORT WORK BETTER 


madenrucze «with CHRYSLER AIRTEMP 


eee FHE LAST WORD 
ta modem 


AIR CONDITIONING! 








Surveys based on actual experiences have proved that the working 
comfort provided by modern air conditioning greatly increases the efficiency 
of employees in offices, reducing the frequency of costly errors. With 

air conditioning, you will find, too, that the clean. cool, healthful atmosphere 
will improve the morale of your office force and costly turnover will be 
minimized. Your cleaning and redecorating costs will drop because 

it will no longer be necessary for employees to open windows and 

doors to bring in outside air with its dust and dirt. 


HUH 


But get the /ast word in modern air conditioning for offices. HAA 


Buy Chrysler Airtemp! “Packaged” air conditioning was pioneered by 


iit 
| 


‘\ 
i) 


Chrysler Airtemp in 1937. More Chrysler Airtemp “Packaged” Air Conditioners 


have been sold than any other make. And only Chrysler Airtemp engineering 





gives you such important features as the super-efficient, super-quiet 


Sealed Radial Compressor . . . “Maxi-Fin” Coil for more effective cooling... 


“Packaged” Air Conditioners 
in nine models, 2 to 15 H.P., 
meet most cooling needs. Other 
Chrysler Airtemp products for 
all systems of air conditioning— 
a complete line to suit every 
requirement. 


“Airfoil” Grille to direct the air exactly where you want it by means 


of adjustable vanes . . . greater cooling capacity . . . more compact, 


space-saving design. Send coupon now for complete details! 










count O8 , ttfung a 

@" Guaranteed by > 

Good Housekeeping 
45 aoveansto WE 





Airtemp Division, Chrysler Corporation 


P.O. Box 1037, Dayton 1, Ohio 

H R | I'd like to know more about Chrysler Airtemp Air Conditioning. 
| 
| 


Nome_ 








HEATING we AIR CONDITIONING | Address___ ses Se 
for HOMES, BUSINESS, INDUSTRY | 
Airtemp Division, Chrysler Corporation, Dayton 1, Ohio | TP cena a ne sia chara 
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an EXTRA 


for Your Salesmen 


* cash when and where they need it. 
* no more ‘‘self financing’. 


an ECONOMY for Your ¢ company 


* fewer checks to write. 
« reduced cash advances. 


The TRAVELETTER system benefits in two directions: 
it saves time, increases efficiency, builds morale and esprit 
de corps for your salesmen: concurrently it simplifies 
home office accounting, reduces cash advances, eliminates 
expense checks. strengthens control of travel expenses. 


TRAVELETTER is safe, foolproof, proved by more than 
50 years of use. Its dependability, efficiency, and value are 
shown by its renewal rate among users — better than 
96.5%! And here’s a small sampling of those users — 


American Cyanamid Company 
(since 1935) 
Prentice-Hall, Inc. (since 1935) 
Binney & Smith Co. (since 1925) 
Baver & Black 
Div. of the Kendall Co. (since 1952) 
Wm. Wrigley, Jr., Co. (since 1906) 
International Cellucotton Products Co. 
(since 1932) 
True Temper Corporation (since 1935) 
Diamond Alkali Co. (since 1948) 
American Home Foods, Inc. (since 1949) 
R. G. LeTourneay, Inc. (since 1932) 
Lionel Corporation (since 1935) 
U. S. Time Corporation (since 1936) 
Western Electric Co. (since 1937) 
A. C. Gilbert Co. (since 1934) 
Sunkist Growers, Inc. (since 1935) 
Pennsylvania Salt Mfg. Co. (since 1950) 
Commercial Solvents Corp. (since 1951) 
Wyeth, Inc. (since 1944) 


If you regularly send money to men in the field, you'll 
want to read our fully descriptive brochure. It will ex- 
plain the TRAVELETTER system to you, show you how 
TRAVELETTER makes money and saves money for your 
company. Write to Traveletter Corporation, Greenwich, 
Connecticut. 


TRAVELETTER 


SINCE 1894 
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A comparison of pension 
and profit sharing plans 


tax tips ssss°s 





| 


THE AUTHOR: N. R. Caine, editor of the widely syndicated column, “Tax 
Pointers,” holds a C.P.A. certificate in New York, New Jersey, Pennsyl- 


vania and California. He is a senior partner in the firm bearing his name. 





Gu Rouchly, the advantages to be derived from either pension 
or profit sharing plans, which qualify for tax exemption, may be divided into 
two categories, namely: primary or fundamental benefits and secondary or 


fringe benefits. The primary or fundamental benefits may be outlined as 


follows: 


| 


Advantages to the Employer: 

The plan serves as an incentive and inspiration to present employees 
and as a means of attracting efficient new employees. 

By an intelligent arrangement of the vesting provision (whereby em- 
ployees acquire a non-forfeitable interest) key employees are usually dis- 
suaded from looking for other employment or from going into business 
for themselves. 

The corporation gets a current deduction for its contribution to the cost 
of the plan, which means that to the extent of the deduction the benefits 


are provided substantially out of tax savings. 


The plan affords to a corporation, which is vulnerable to attack for un- 
reasonably accumulating its current earnings, an opportunity to avoid 
Section 102 penalties. 


Advantages to the Employees: 
The benefits set aside for the employees are not currently taxable to 
them. 
When the benefits are received by the participants, they may escape tax 
entirely or at the very worst they will be subject to “capital gain” treat- 
ment. For the average employee, the benefits would escape tax entirely 
because his earnings are negligible after he retires and at age 65 an em- 
ployee living with his spouse becomes entitled to a total exemption of 
$2,400 per year. 
In the event of the death of a participant, the first $5,000 received by his 
estate is not taxable at all. 
If an insured type of plan is adopted, the family of an employee who dies 
before he reaches retirement age becomes entitled to specified insurance 
benefits purchased by the corporation largely out of tax savings. 
The contributions of the company to the trust may be invested in good 
equity securities including the company’s own stock and the earnings 
from such investments will accumulate tax-free. As a result, the par- 
ticipants may become entitled to a substantial amount in excess of the 
company’s contribution when they are ready to retire or prior thereto if 
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Us 


they terminate their employment  be- 
fore reaching retirement age. 


Secondary benefits 

The secondary or fringe benefits are: 
1. The trust fund may be used to pur- 
chase insurance on the lives of those 
executives of the company, including 
stockholder executives, for whom the 
corporation would ordinarily purchase 
insurance—with the important differ- 
ence that when insurance is purchased 
by the trust instead of by, the corpora- 
tion, the major cost of the insurance 
comes out of tax savings. This is be- 
cause the contribution to the trust is 
deductible tax-wise, whereas a corpora- 
tion gets no deduction for premiums 
paid on a policy on the life of one of 
its executives if the corporation buys 
the insurance and is named as_ bene- 
ficiary. If the executive is named as 
beneficiary when a corporation buys 
the insurance, the premiums paid 
would be deductible by the corpora- 
tion but they would be taxable as com- 
pensation to the insured executive. In 
fact if the executive were also a stock- 
holder of the company, the premiums 
might be treated as dividend payments, 
in which event the corporation would 
not even be entitled to a deduction. 
2. The trust fund, with Treasury ap- 
proval, could be used to create a mar- 
ket, not otherwise available, for the 
purchase of stocks or bonds of the cor- 
poration from either the corporation or 
from the stockholders thereof. This use 
of the fund has many possibilities. If 
the corporation should need working 
capital, it could obtain such cash from 
the trust by the sale of its stock or 
bonds. If bonds were purchased, the in- 
terest paid by the corporation on the 
bonds would be deductible and yet 
such interest would not be taxable to 
the trust. If a stockholder had to sell 
some stock to acquire necessary cash, 
he could sell his stock to the trust in- 
stead of having to sacrifice it at forced 
sales price. The trust could also be used 
to buy the stock of a deceased stock- 
holder in order to avoid a wide distri- 
bution of the company’s stock. 
3. A very special tax advantage is af- 
forded to participants of a pension or 
profit sharing trust when the trustee 
buys the stock of the employer corpora- 
tion. If such stock is distributed to the 
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the chait 
with the 
Fiber Glass Base 


Yep! Positively no tipping! Even when 
you ride one caster off the chair mat 

you won’t tip or wobble. The flex char- 
acteristics of the fiber glass base are 

such that your weight always keeps all 
four casters firmly planted on floor and 
mat. It’s kind of amazing but it’s true. 


Nine Sturgis executive and stenographic 
Engineered for Long Life and Minimum Maintenance 


Nylon Thrust Bearing: takes a lifetime of swiveling. 
Ball Burnished Spindle Bearing: perfect fit for long life. 
Superior Casters: oversize ball bearings, extra wide rubber wheels. 


STURLON © Finish On Metal Parts: 70 to 20 times as abrasion- 
resistant as other finishes. 


chairs are now available with self- 
leveling fiber glass bases in gray, 


green, walnut or black. 
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! 
4 THE STURGIS POSTURE CHAIR COMPANY { 
General Sales Offices, 154 East Erie St., Chicago 11, Illinois | 
4 We'd like a copy of your illustrated folder on i 
/ chairs with fiber glass bases. I 
| 
Name_ | 
——_— | Firm Name | 
| 1 
POSTURE CHAIRS — sete: 
Manufactured in Sturgis, Michigan and Charleston, South Carolina | City State | 





THE STURGIS POSTURE CHAIR COMPANY, STURGIS, MICHIGAN 
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oN The man with the MARCHANT 





; has his answers! 
\. 7 ' ¢) The man with the pencil will be 


lucky to finish by mid-afternoon 









High speed, 
automatic 
MARCHANT 
Figurematic 


Can you afford to pass up a five or six hour edge on your competition? 
With a MARCHANT calculator you can do your figuring in a 
fraction of the time you’re now spending. You can turn those hours 
of profitless drudgery into extra hours of profitable production. 

Any business, any office ...no matter how small. ..can turn time 
into money with a MARCHANT. * Call the local MARCHANT 
MAN and get a time-test run on your own figurework. 

You'll discover that for simple, accurate, time-saving operation... 


Any way you figure — IT’S MARCHANT! 





(Y) () E CH () NT | Find out how a MARCHANT calculator will help cut your figure- 
aucrons eG ae 

TW Index to Modern Figuring by Marchant Methods . . . . () 
sctiny Descriptive literature on Marchant Calculators . . . . . CJ 

” ON ; MARCHANT CALCULATORS, INC., OAKLAND 8, CALIFORNIA | 
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participants, it is taxable at “cost,” 
whereas if stock of corporations othe 
than the employer corporation is dis- 
tributed, such stock is taxable at ‘“mar- 
ket value.” Thus the — participants 
would get the added break of not hav 
ing to report, until they sold then 
securities, any appreciation in the value 
of such securities which may have oc 
curred between the time the trust ac- 
quired them and the time they disposed 
of them. In fact, if such securities were 
held until death the appreciation in 


value would escape taxes completely. 


f. Under a carefully prepared agree 
ment, there is even the possibility that 
each participant can direct the invest 
ment of the funds held for him in the 
trust and himself create the enterprise 
in which such funds are to be invested. 


How the plans differ 

The essential differences between 
pension and profit sharing plans are: 
1. Under a pension plan, the employe 
agrees to make contributions in an 
amount sufhcient to provide the spe- 
cified benefits whether the employer 
has profits in each year or not. This 
does not mean that the company must 
contribute the same amount annually 
nor does it mean that the company’s 
commitment is irrevocable. ‘The com- 
pany is required only at all times to 
have enough in the fund to pay the 
amounts actuarially determined to be 
necessary to provide for the specified 
retirement benefits. However, the com 
pany may at any time amend its plan 
by reducing the specified benefits, 
thereby reducing the amount of its con 
tribution. The company may also dis- 
continue the plan with the approval of 
the Commissioner and such approval is 
usually granted if the business cannot 
afford to continue its contributions. If 
a plan is discontinued without permis- 
sion, all that the company would suffer 
would be the loss of the tax benefit as 
received for the three-year period im 
mediately preceding the termination of 
the plan. 


2. Under a profit sharing plan, the 
company agrees to make contributions 
only out of profits, usually out of 
profits in excess of $25,000, in order to 
use only the profits subject to the 
higher tax bracket. (next page, please 
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3. Under a pension plan, the corpora- 
tion may deduct, with certain excep- 
tions, the entire amount which it con- 
tributes each year to the plan, whereas 
under a profit sharing plan the deduc- 
tion of the corporation is limited 
(carry-overs excepted) to an amount 
which does not exceed 15%, of the an- 
nual compensation of participants. Fon 
example, if the corporation adopted a 
pension plan for participants whose to- 
tal compensation for the year amount- 
ed to $100,000 and, if the plan pro- 
vided for benefits equal to 40°% of 
compensation, the company would be 
entitled to a deduction of the $40,000 
it contributed to the trust. If in the 
same situation a profit sharing trust 
were adopted, the company would be 
limited to a deduction of $15,000 even 
if it contributed $40,000 to the trust. 
The remaining $25,000 could be car- 
ried over to the following year but no 
more than $30,000 could be taken in 
that year. 

4. Under a pension plan, the amounts 
forfeited by employees who quit thei 
employment before they become en- 
titled to full benefits must be used to 
reduce the next year’s contribution of 
the company, whereas under a_ profit 
sharing trust the amounts forfeited may 
be divided among the remaining par- 
ticipants. 

5. Under a pension plan, the vested 
interest of the participants may be post- 
poned for a long period of time, where- 
as under a profit sharing trust the 
Commissioner usually requires early 
vesting. 

6. Pension plans, not funded by insur- 
ance which provide for fixed benefits, 
require annual actuarial calculations 
for the determination of the amount to 
be contributed each year. Profit shar- 
ing plans require no actuarial calcula- 
tions either at the time of adoption or 
in latter years. m/m 


“worth 


Fires are costly: There were 293 
fires of $250,000 or more damage 
each in the United States and Can- 
ada in 1953. Of the total, 105 fires 
were in manufacturing plants, caus- 
ing $108,770,500 loss. 


repeating" 
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WM. mort Time foe managemonl To manage 


VERY DAY the “paper work” 

“j mounts. All of us are snowed 
under with new regulations, new 
taxes, new reports of every kind. 
Never before in the history of Amer- 
ican business has the handling of de- 
tail been so important —and taken so 
much of management’s time. 

But there’s a way to cut through 
this maze and to find more time for 
the really productive work. It’s a 
simplified plan by Shaw-Walker— 
“‘time-engineered”’ to organize every 
one of your papers for instant find- 
ing, no matter how big or involved 
your record keeping. 

Finding is up to four times faster. 
Operating costs for help are reduced. 
But most important, there’s less to 
hamper and delay decisions; man- 


, Built Likea 
A Skyscraper” 





Pal 


agement has more time to manage. 

This is just one of the ways we can 
help you speed your office work. 
Since starting to work with American 
business in 1899, Shaw-Walker re- 
search has developed close to 4000 
products to help increase per-capita 
productivity —chairs, desks, Fire- 
Files, filing cabinets, loose-leaf and 







Finding is fast because papers ~__— 
are automatically classified as 
to importance... top-ranking 
customers, active correspond- 
ents and infrequent corres- 
pondents. p> 


Mistake-proof guide headings } 
eliminate figuring and guessing. 


payroll equipment—everything for 
the office except machines, and each 
“time-engineered”’ for the needs of 
every job and worker. 

So if you are setting up a new office, 
or merely wish to modernize, make 
sure you use Shaw-Walker. It will help 
you stretch time—the most critical 
factor in business today. 


Positive control over all papers 
out-of-file, and simple automatic 
follow-up of letters in file. 


This is only one of Shaw-Walker’s 
eight “‘time-engineered”’ finding 
_—systems for records of any kind, 
whether in one drawer or 1,000. 


GHAW-WALKER 


The booklet, ‘‘Time and Office Work,’’ is packed with ideas for stretching office 
time. A wealth of information on “‘time-engineered”’ office systems and 
equipment. 36 pages! Many color illustrations! Write today, on busi- 
ness letterhead to: Shaw-Walker, Muskegon 97, Michigan. 


Write y FREE 


Largest Exclusive Makers of Office Furniture 
and Filing Equipment in the World 


Executive Offices at Muskegon, Michigan 
Branches and Dealers in All Principal Cities 
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“The phone that never rings”... 


It’s a remarkable new kind of phone—the Dic- 
taphone TELECORD phone. 
It doesn’t ring because it’s a dictating instrument! 
All a man has to do is pick up the TELECORD re- 
ceiver and he’s connected to a network system 
leading to a TIME-MASTER, the world’s finest dic- 





DICTAPHONE ® «ss: 


DICTATION HEADQUARTERS, U.S. A. 


tating machine. He can dictate correspondence. 
memoranda, reports, as simply and conveniently 
as ringing up a friend on the telephone. 

Now everybody in an organization can have the 
benefits of electronic dictation for just a few cents 
a day. And they can all use the very best—the 
TIME-MASTER, the only dictating machine with the 
Dictabelt, the plastic record which reproduces the 
voice with unmistakable clarity. 

And any number of dictators can be added to the 
network without basically altering the installation, 
owing to TELECORD’s economical ‘building block” 
simplicity. 

May we send you details showing how companies 
of all kinds are cutting dictation costs in half with 
TELECORD installations? 


cr—————_—_____-_--_----- 
! Dictaphone Corporation, Dept. ME54 

| 120 Lexington Ave., N. Y. 17, N. Y. 

| Please send me free descriptive literature on TELECORD. 

| REM at seein iahta ca c'e'o; tiasaidicnl ae aia rartirals acon ME Liew wi 

| AACR CICICIESORCICENC VETERE Ie gt EO 

| COIS AT CHAR TAPERED PUR Oy 1 Oe 

| BOM MINER a's “a\-a.'n 's\es/ale’' t%e16 wie'oe:&: 44 boats Ae 

| SICTAF TIME-MASTE AN ABELT A R RA MARKS OF DICTAPHONE 
cs canes ces cee cam SS ce es ee es ems ceees ea ce cemiee Gem cenSSD cuaD Gus eam um ume eu exe exe 
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FOR MANAGEMENT 


by Leslie M. Slote 


Ass't. to the Pres., Ketay Mfg. Corp. 
Monagement and Labor Relations Consultant 





juestion: 

“In recent months we have been 
receiving an increasing number of 
wage garnishees placed against our 
employees and because of the an- 
noying burden it places upon our 
Payroll Department, we are com- 
pelled to take action against offend- 
ers. What policies are used by other 
companies to handle this situation?” 


diagnosis: 


There are a few companies who 
make it a policy to dismiss employees 
whose wages are garnisheed. This does 
nothing to help the employee who is 
in debt and has a callously harmful ef- 
fect upon morale. This extremely harsh 
policy is fast disappearing, partly due 
to union protection afforded the work- 
er, but mainly due to the growth of 
more enlightened human_ relations 
practices, which still are inadequate to 
cope with the problem. Some com- 
panies continue to suffer and merely 
have the Personnel Department coun- 
sel the unfortunate worker. They make 
an attempt to have the collection 
agency or creditor rescind the wage as- 
signment, predicated upon the work- 
er’s faithful promise to remit regu- 
larly. Obviously none of these practices 
are satisfactory. For a more construc- 
tive approach to this serious problem, 


see page 19. m/m 
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Employee effectiveness and 
turnover: The Campbell Soup Com- 
pany in Camden, New Jersey, has 
formed a committee, representing 
management and labor, to help em- 
ployees who might otherwise have 
to be dismissed for low. efficiency. 
As a result of the committee’s work, 
no one has had to be recommended 
for dismissal for two years, with sub- 
stantial savings, in recruitment and 
training costs. Better employee re- 


lations have also been a direct result. 
© 6 
repeating 
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experts 


THIS MONTH'S EXPERT 





L. A. Russ 


Director, Management Development 
Westinghouse Electric Corporation 


Mr. Russ joined Westinghouse 
in 1929 on its Graduate Student 
Course. Following successive as- 
signments in Marine ‘Transpor- 
Utility and 
Lighting Sales activities in Chi- 
cago for a ten year period, he 
returned to Pittsburgh in 1941 
as Section Manager in charge of 
Distribution Apparatus for the 


tation, Electric 


company’s Headquarters Agency 
and Construction Sales Depart- 
ment. He became Manager of 
that Department in 1945, from 
which position he was appointed 
company-wide Director of Man- 
agement Development in the fall 
of 1950. 
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A report to top management 


A practical approach to 


management development 


WESTINGHOUSE BASES ADVANCEMENT ON POTENTIAL, NOT EXPERIENCE, AGE OR SERVICE 


QUESTION: What is back of your com- 
pany’s thinking in emphasizing Man- 
agement Development? 


ANSWER: Our thinking is firmly ground- 
ed on the policy that the success of a man is 
the direct result of his own efforts and 
that no combination of company programs 
can propel or pull him upward. But, at 
the same time, we do realize that the com- 
pany can and, in its own interests, should 
assist an individual. We do this by re- 
moving as many obstacles as possible over 
which he has no control and by making 
available to him pertinent development 
opportunities. 


for handling potential management 
personnel in all well-run companies? 


ANSWER: Not necessarily. There are 
many factors today that dictate the need 
for an organized approach which will add 
to the usual growth process. It’s a matter 
of systematic planning, action and special 
assistance without leaving the development 
purely to chance. 


QUESTION: What does your company 
look for first as an indication that a 
man has potential management talent? 


ANSWER: It’s difficult to select any one 
and say, ‘““That’s most important.’’ Con- 
sideration of a man for a higher responsi- 
bility is, at best, a forecast of probable suc- 
cess in the assignment. Such forecasts are 
aided by analysis of how well he is doing 
in his present job, plus consideration of 
basic management qualifications, 1.e.: drive, 
resourcefulness, background experience, 
administrative ability, etc. Does this an- 
swer your question? 


QUESTION: Yes, but aren’t you using 
the same criteria that all companies 
use for promoting men, whether or not 


they have an organized approach to 
Management Development? 


ANSWER: Possibly. The whole area of 
selection at the management level is gen- 
erally unsatisfactory and we all have a lot 
to learn about it. In our case, however, 
we “appraise performance” and ‘evaluate 
potential” annually as a formal process. 
The results provide a starting point for 
verification and selection of men for im- 
portant positions. 


praise? 


ANSWER: Approximately 10,000. This in- 
cludes all people in management positions 
plus about 3,000 who are not yet in 
supervision. 


QUESTION: You mentioned selection of 
men for “important positions’—how 
do you narrow this down? 


ANSWER: A principal objective of our 
program is to develop replacements for 
the top 750 positions in the company. In 
our case we have divided these positions 
into two parts: the top 250 and the next 
500. We have established a reserve group 
for each. Actually our Category #1 Re- 
serve consists of 125 men who are the high- 
est potential men for the top 250 jobs 
and our Category #2 Reserve consists of 
250 men considered as top replacements for 
the next 500 jobs. 

Preliminary selections to each of the 
Reserve Categories were made according to 
an established sequence of choice which 
considered only the men’s rating in per- 
formance and potential. The lists were 


How Westinghouse supplies replacements for its top 750 jobs 


Category 1 reserve pool 


125 men regarded as development material 
for the top 250 positions in the company 


Category 2 reserve pool 


250 men regarded as replacements for the 


500 positions just 


below the top jobs 


Category 3 reserve pool 


500 men regarded as development material 


Candidate pool 


7,000 Ist line supervisors 
and higher 





3,000 non-supervisory 
employees 








Fast, Safe, Easy Handling of... 


TIME PAYMENTS, 
CONSUMER CREDIT, 
PERSONAL LOANS 


All vou need for the most efficient and 
economical system: known for handling 
periodic payments are standard coupon 
books and a Cummins Perforator. The 
perforator punches date due, amount, 
instantaneously 
takes only seconds to 


account number, code 
No waiting 
furnish customer with book. 


Coupons contain all necessary informa 
Perfect legi 
bility reduces payment errors, simplifies 


tion for highest accuracy 


bookkeeping. You never keep customers 
waiting. Encourages more credit business 


You send no bills, no receipts. Coupon 
book shows customer when next payment 
is due. He comes in or mails payment, as 
you prefer. Paid coupon stub or canceled 
check is his receipt 


bi IN BUSINESS AND BANKS @ SINCE 1887 


CUMMINS BUSINESS MACHINES 
Division of Cummins-Chicago Corp. 

Dept. MM-54, 4740 N. Ravenswood Ave., 
Chicago 40, Ill. 


Please send full information on Cummins 
() Coupon Perforators [] Check Signers 


Nome 

Name of Bank 
Address ot Bank 
City 


Capitol Life Insurance Co., Denver— 
“We improved our service and cut down 
the personnel in our mortgage loan de- 
partment by using a Cummins Perforator 
and coupon books instead of monthly no- 
tices. We have been well pleased with 
this system and plan to extend it to other 
departments.”’ 


Bartels, Philadelphia —‘Cummins Cou- 
pon Perforators provide a fast and accu- 
rate method of creating coupon books,”’ 
says this appliance dealer. ‘The perfo- 
rated coupons are easy for both our cus- 
tomers and our bookkeepers to read. This 
system has enabled us to provide our 
customers with better service.” 


Great Southern Life Insurance Co., 
Houston—''We punch policy information 
in remittance envelopes with our Cum- 
mins Coupon Perforator. The system is 
well liked by our customers as well as by 
our agents. It has resulted in consider- 
able savings—mainly due to the reduc- 
tion in clerical handling. The remittance 
envelopes are very satisfactory and per- 
mit us to remind policyholders constantly 
of an adequate insurance program.” 


Sanford Associates, Inc., Irvington, 
N. J.—'Delinquent and partial payments 
in our sales-finance operation have been 
reduced to a minimum by our Cummins 
Coupon Perforator and coupon books. 
The coupon payment system has been an 
efficient help to our customers and to our- 
selves in handling time payments. It has 
practically eliminated mistakes in post- 


“ 


Carbone Investment Co., Denver— 
“The Cummins coupon payment system 
is fast, neat and legible. It eliminates 
monthly notices and mailing of receipts. 
Under and over payments are practically 
eliminated, and it facilitates rapid, accu- 
rate posting. We heartily recommend the 
Cummins coupon payment system to any 
organization handling installment pay- 
ments.” 


Above are only a few of the many thou- 
sands of businesses—both large and small 
—which save time and reduce costs with 
Cummins Coupon Perforators. And many 
thousands of other businesses are saving 
time and money every day with Cummins 
high speed check signers and check en- 
dorsers. For complete information on 
Cummins Perforators, Check Signers and 
Check Endorsers, mail coupon right away! 
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then purified by a process of verification 
which included thorough discussions of each 
We feel quite 
confident about our “final” list and this 


individual at the top level. 


will be brought up to date each year. In 
addition, we have established a Category 
#3 Reserve of 500 men at a lower level, 
which is used as a backstop for the other 


two Categories. 


QUESTION: Do I understand, then, that 
you draw men for the Reserve Cate- 
gories from your total inventory of 10,- 
000 people? 


ANSWER: Yes. The three Categories 
represent different levels in the organiza 
tion, and high rated non-supervisory men 


? 


are included in Category #3. 


QUESTION: Are all the more-than-800 
men in the reserve groups actually get 
ting training for greater responsibility 
—formal training, that is? 
Obviously, the 


formal 
time; however, it is under way and can be 


ANSWER: 


cannot 


entire group 
receive training at one 
accomplished in a period of from 3 to 4 
years. Such training must be continuously 
scheduled to include the new names that 
qualify on each annual review. 
Incidentally, you asked before if our 
system of recognizing men wasn't pretty 
much the same as you would expect to find 
in a company without a management devel- 
opment program. This formal training, 
as you call it, is one of the big differ- 
ences. Equally important, we are trying 
to find our future managers earlier, to 
keep track of them once they have been 
found, to challenge them to realize their 
full capabilities and to train them thor- 


oughly in preparation for advancement. 


QUESTION: What comprises your Man- 


Training? 


im. 


agement Development 


ANSWER: 
include concrete plans to diversify experi- 
ence and to give formal training courses. 


Our two principal approaches 


To accomplish needed experience di- 
versification, men are assigned to other 
positions in the same type of activity. Our 
purpose is to broaden their experience 
either through a change in function or a 
change in environment. Each assignment 
carries with it all the obligations of a reg- 
ular assignment and the men are measured 
on performance and results. 

The management training 
spoke of refer to formal and organized 


courses I 


courses in basic principles of business and 
management, as well as in our Company's 
organization, policies and practices. Vari- 
ous universities are used for part of this 
management training. 





Does this training include 


QUESTION: 
specialized courses — what you might 


call “vocational” training? 


ANSWER: No. For example, if our 
Headquarters Manufacturing group see a 
broad need for specific training in Indus- 
trial Engineering, they organize to under 
take such an educational activity. But it 
is not a part of Management Development. 
By the same token, we differentiate be 
tween Management Development training 
and supervisory training, although we be- 
lieve both are necessary. Supervisory train- 
ing, directed by our Industrial Relations 
Department, bridges the gap in an orderly 
transition from non-supervisory to super- 
visory status. It may even be desirable to 
continue it for several years after a man 
Management De- 
velopment training, on the other hand, 
is intended to take the high-potential, 
seasoned manager and expose him to study 
and discussion which will broaden his per 


becomes a supervisor. 


spective beyond his present specialty. 


QUESTION: What specific courses are 
offered to men in the Reserve groups? 


ANSWER: 


gory they are in. 


It depends upon which cate- 
Take Category #1 

the highest group. Over a period of three 
to four years, all of these men will be ex- 
One is an 
Advanced Management Program (AMP) 
sponsored by a number of universities. 
The other is an 


posed to two types of courses. 


“in-company” two-week 
course in which Westinghouse policies and 
practices are presented and discussed. We 
use AMP courses at Harvard, Columbia, 
Pitt, Carnegie Northwestern and 
Stanford for about 25 men _ per year. 


Tech, 


The 250 men in Category #2, over the 
same three to four years, will be sent to our 
two-week Business and Management Course 
(BMC). 


AMP course employing a case discussion 


The BMC is actually a miniature 


approach to three basic subjects: Business 


Policy, Administrative Practice, and Fi- 
nancial and Accounting Statements and 
Controls. Our faculty consists of profes- 
sors from university Schools of Business 
Administration. The basic subjects are 
supplemented by evening discussions led 
by company officers on such subjects as: 
The General Manager's Job, Financial 
Policy, Planning, Communications, etc. 


QUESTION: Where are the classes held? 
ANSWER: In our Educational Center, in 
Pittsburgh, where the men live together 
in a local hotel. Incidentally, we have 
about 25 men to a BMC class, with four 
classes scheduled in 1954 and 50 men to 
a WPC class, with one class each year. 


QUESTION: You announced recently 


that you were sending men to the Har- 
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vard Business School for a continuous 
period of sixteen months. Is this part 
of your program? 


ANSWER: Yes. We now have fifteen men 
attending the new Harvard Mid-Year Pro- 
gram. It is the regular two-year Graduate 
(MBA) Program in Business Administra- 
tion adjusted to eliminate the summer va- 
cation period. Our men are part of a class 
of 76 men drawn from all types of firms 
in industry. 


QUESTION: How do you select men for 


this program? 


ANSWER: 


that each man must be under 34 years of 


The basic specifications are 


age, have five to ten years of business ex- 
perience and be judged to have high pros- 
pects for advancement into general man- 
agement work, 

Phrough careful examination of per- 
formance and potential ratings, followed 
by a thorough review of qualifications and 
intensive interviews, our nominations were 
narrowed down to approximately 50 candi- 
dates, from which the Harvard Board of 
Admissions, utilizing their regular admis- 
sions procedure, selected the final 15. The 
men selected come from all parts of West- 
inghouse. Some already have advanced 
technical degrees and some have only a 
partial college education. Each man was 
removed from his previous position and, 
on completion of the course, will be re- 
assigned to work which will assure a com- 
prehensive scope of experience. 


QUESTION: Io get back to the promo- 
tion of men, do you have an actual re- 
placement table set up to fill vacancies 
as they occur? 


ANSWER: Yes—all positions in manage- 
ment are listed on replacement tables which 
indicate a possible first replacement, as 


well as a second for each. These tables 
are confidential and men are not informed 
that they have been so assigned. As a 


matter of fact, only in about 60°, of the 
cases does one of the two replacements 
actually get the job. Although the tables 
are brought up to date twice a year, con- 
ditions and requirements sometimes change 
rapidly and our policy of experience di- 
versification often results in bringing in 
a man from “left field” to fill a position. 


QUESTION: Would you say you had a 
promotion policy and, if so, how would 
you state it? 
ANSWER: We are formulating such a pol- 
icy and it can be stated very simply: 
“In the filling of management 
positions, the man with the greatest 
potential ability should be assigned 
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regardless of other considerations, 

such as age, service or experience, if 

he can meet the minimum require- 
ments of the position within a rea- 
sonable time.” 

I'd like to emphasize that last clause, 
“meet the minimum requirements of the 
position within a reasonable time.” It is 
this type of thinking that can prevent 
a man from being blocked.  In_ other 
words, where high potential exists, we want 
to challenge that ability and not have it 
stagnate in what would otherwise be a rut. 


QUESTION: You have stated that your 
principal objective deals with the top 
750 positions, and the headquarters- 
sponsored programs you have men- 
tioned cover only a smaller percentage 
of your management group—is that the 
extent of Management Development in 
Westinghouse? 


ANSWER: Certainly not! We have been 
talking about the “principal” objective. 
Our other basic objective is to expose all 
Management Development Personnel to 
opportunities for self-improvement and un- 
delayed advancement in accordance with 
their current capabilities. 

Obviously, the things a small headquar- 
ters group can do in a staff capacity are 
minor in proportion to the actions which 
local line managements undertake on a 
continuing basis. Management Develop- 
ment becomes realistic only when con- 
sciously planned efforts are reflected to 
everyone in the program. 


QUESTION: How can your line man- 


agers handle personnel development? 


ANSWER: It is the direct responsibility 
of each manager to provide the oppor- 
tunity and specific help required by the 
individuals under his leadership. ‘To in- 
sure a starting point, we have required 
appraisal procedure which is intended to 
accomplish three things: 

1. To compel supervision at all lev- 

els to systematically evaluate the 

people reporting to them. 

2. To serve as a base for counseling 

with personnel with respect to per- 

formance and self-improvement. 

3. To furnish an inventory of high- 

potential people throughout the cr- 

ganization. 

Of all the ingredients of Management 
Personnel Development, 
coaching and counseling can be the most 
effective. It is aimed at helping a man 
see the need for improving his perform- 
ance and stimulating him to make plans 
to bring it about. Effective counseling 
should familiarize a man with factors af- 
fecting performance, many of which he 
may not have known. It should result 
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MICROFILM 
EQUIPMENT 

the finest of its 
kind . . . made by 
MICROTRONICS 
CORPORATION 
and exclusively 
sold and serviced 
by PHOTOSTAT 
CORPORATION 


For over 40 years, PHOTOSTAT 
CORPORATION has manufac- 
tured, sold and serviced the finest of 
photographic copying equipment and 
supplies. They have been continuing 
years of successful service to Ameri- 
can business and the varied require- 
ments of Federal, State, County and 
Municipal governments, coast to 
coast. 

Today ... more than ever before 
-.- PHOTOSTAT CORPORA- 
TION stands ready to serve you with 
photographic copying apparatus and 
material of the very highest quality. 
From the small Instant Copier to the 
large, completely automatic continu- 
ous models, you can be properly 
equipped to handle your particular 
needs most efficiently and economi- 
cally with the same permanent, error- 
less copies . . . erasure-proof, water- 
proof, and fraud-proof... that set 
the standard of good photographic 
copying the world over. 


PHOTOSTAT is 
the registered 
trade-mark of 


PHOTOSTAT 
CORPORATION 


You can 
always rely on 


PROTOST 


(REG. U. S. PAT. OFF.) 


the most 
valued name in 

the photographic 

copying field 


Yes ... the trade-mark “PHOTO- 
STAT”... wherever you see it... 
means the most efficient equipment 
and supplies for copying anything 
and everything that is written, 
printed, drawn, typewritten, blue- 
printed or photographed. 

We will welcome the opportunity 
to confer with you on your copying 
problems and to make specific rec- 
ommendations as to how you can 
best solve them... with worthwhile 
savings in time and money. 


WRITE US FOR FURTHER INFORMATION 
PHOTOSTAT CORPORATION 
301 STATE STREET, ROCHESTER 14, NEW YORK 


Service offices in most principal cities and in Canada 
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3-WAY 


ERROR 
CONTROL 





Halts faulty strokes—signals the operator by 
sight, sound, touch. Other Comptometer fea- 
tures— Direct Action for instant answers and 
Floating Touch for faster work. Call the Compt- 
ometer representative for details. 


COMPTOMETER ADDING-CALCULATING MACHINES 

are made only by Felt & Tarrant Manufacturing Co., 
and sold exclusively by its Comptometer Division, 
1712 N. Paulina St., Chicago 22, Ill. Offices in 
principal U.S. cities and throughout the world. 





Electric and non-electric models 


COMPTOME> 
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in a better understanding of his respon- 
sibilities and the required standard of 
performance for the position. 

In our case, | am greatly encouraged 
to see the constructive actions that line 
managements are taking throughout the 
Company. They are influencing men to un- 
dertake new, as well as previously exist- 
ing, broadening devices. Examples of 
this are the greatly expanded enrollment 
in our Graduate Study night school pro- 
gram (which now includes business sub- 
jects), the establishment of ‘‘case’’ discus- 
sion groups, the establishment of man- 
agement libraries at most of our division 
and region locations, and many others. 


QUESTION: Are these line managers 
qualified to counsel? 


ANSWER: It is obvious that our man- 
agers approached counseling quite re- 
luctantly. Their fears of inadequacy in 
this direction, however, are visibly dimin- 
ishing with exposure to it, but we fully 
realize that we have much to learn about 
counseling and coaching before we can 
draw any great measure of satisfaction 
from it. To be fully effective, it must 
start at the top and be reflected by ex- 
ample down the line. It must not be a 
guise for doing the man’s job for him. 


QUESTION: Have you been able to 
measure the results of your program 
thus far? 


ANSWER: Frankly, no, and we haven't 
attempted to do so. It is still new in 
the organization and must be considered 
on a long-range basis, although I am 
sure it has had a beneficial effect upon 
morale even in this short period. At 
Westinghouse—and among most compan- 
ies that have similar programs—there seems 
to be full agreement that there is no quick 
and easy method to measure growth and 
development of able personnel. 


QUESTION: Are there any yardsticks 
beyond morale that you can use either 
now or in the future? 


ANSWER: I think it will be interesting 
to see what happens to the average age of 
our executives over a period of time. It 
should drop, since we are making a defi- 
nite effort to identify and train men earlier. 
It will also be interesting to note any 
change in availability of readily recog- 
nized candidates within the Company for 
key positions in contrast to how much of 
our recruitment will come from outside. 
The important thing to remember is that 
group growth, like individual growth, is 
a slow process and the essential ingre- 
dients are time and patience, together 
with a conscious plan of action. m/m 
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are your dealers afraid they'll OVERSTOCK P 


HERE'S AN IMAGINATIVE SOLUTION THAT HAS HELPED DOUBLE OUR COMPANY'S SALES 


by Bernard A. Mitchell, President 


Mitchell Manufacturing Company 


GE Almost every busi- 
ness that sells through distributors 
and dealers faces the problem of 
persuading these channels to carry 
adequate stocks. When it comes to 
the air conditioning business, the 
difficulty is further compounded by 
“one-season” selling and the chance 
that unusually cool weather can 
slash consumer demand at a time 
when it should be highest. 

Our approach to a solution has 
been straightforward, in that it pro- 
tects our outlets when they need 
protection—at the season’s end. And 
it works—for our sales have doubled 
in a single year! 

The plan involves a reserve fund, 
which was set up to compensate 
dealers and distributors, in part at 
least, for units left on their shelves 
at the end of the air conditioning 
season. The fund simultaneously 
acts as a “cushion” against individ- 
ual loss as a result of end-of-summer 
price cuts. 

The details of the plan are simple. 
For each unit shipped to distribu- 
tors and dealers between November 
1, 1953 and August 31, 1954, regard- 
less of size or cost, $3 is put aside. 
For example, if 100,000 units are 
shipped, the fund will swell to 
$300,000. 

At the end of the season, this 
reserve fund will be divided on a 
unit basis, determined by the total 
number of those Mitchell room air 
conditioners still unsold by Septem- 
ber 15, 1954. If there are 5,000 units 
still unsold, the per unit share of 
the $300,000 reserve will be $60. 

Thus, each distributor or dealer 
is assured of $60 for each unit still 
on his hands. He is then able to cut 
his selling price as much as $60 at 


the end of the season and still come 
up with a full profit on units sold 
after September 15. He can sell 
below cost by as much as this hypo- 
thetical $60 without any loss to 
himself. Neither a cool summer nor 
a tightening of business conditions 
would leave the distributor “holding 
the bag.” 

Just two months after the adop- 
tion of the new merchandising ap- 
proach, we went out on a four-week 
nationwide sales trip and came back 
with orders for 400,000 room air 
conditioners. During a_ similar 
series of sales meetings last year, 
orders for only 200,000 units came 
through. We are all quite sure that 
our “Distributor-Dealer Protection 
Plan” is playing an important part 
in the company’s and_ industry’s 
record-breaking sales. 

It became quite evident to me, 
on this trip, that the dealers 
throughout the United States _be- 
lieve our insurance plan is welcome 
protection against adverse economic 
or weather conditions. ‘They are 
more secure in the knowledge that 
cool weather in their own region 
will probably be compensated by 
high temperatures in other sections 
of the country. 

It should be pointed out that, al- 
though this “insurance” merchan- 
dising approach was developed out 
of our industry’s particular prob- 
lems, the program is applicable to 
any type of merchandising, whether 
seasonal or non-seasonal. The fear 
of over-estimating demand in almost 
every business forces dealers to keep 
their inventories at a minimum. If 
their stocks are too low to meet the 
demand, the dealer, the consumer 
and the manufacturer all suffer. m/m 
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Whatever you count eee 
Tickometer counts quicker! 


Nearly every business has some 
part of its operation which calls for 
counting: Sales slips. . . tickets... 
checks... coupons... labels. If done 
by hand, valuable time is wasted. 

The Tickometer counts and also 
imprints these and many other paper 
items 8 to 10 times faster than by 
hand...and it’s so accurate banks 
use it to count currency! 

It does away with tedious hand 
counting in thousands of offices and 
plants, giving correct results sooner, 
saving substantial time and money. 

It feeds and stacks automatically 
at speeds up to 1,000 a minute, stops 
to reject faulty items, records part 
and whole runs on visible registers. 

The Tickometer can optionally 
“rubber-stamp,” imprint, date, or 


iD PITNEY-BOWES 
PB « 

> Tickometer 
Counting, Imprinting Machine 


Made by the originators of the postage meter 
... Offices in 93 cities in U. S. and Canada. 


& 


cancel—as it counts. Makers of food 
and drug products code or date 
product labels with it, to prevent 
imitations, to identify origins and 
inspectors—easily, quickly, cheaply. 
The Tickometer does not demand 
trained operators. Rented, rather 
than sold, it requires no large outlay. 
Pays for itself promptly. , 
Want something 
imprinted and/or 
counted? Call for dem- 
onstration, or send 
the coupon for 
free booklet and 
case histories. 













Optionally imprints 
or “‘rubber-stamps”’ 
at speeds up to 

1,000 a minute! 





Pitney-Bowegs, Inc. 
4545 Pacific St., Stamford, Conn. 


(C Send free illustrated Tickometer booklet 
Send case studies 
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Yes—today many modern busi- 
nesses are saving thousands of dol- 
lars and eliminating confusion and 
delay in the billing department by 
not typing invoices. 

These businesses have installed a 
Bruning Copyflex order-invoice sys- 
tem especially tailored to meet their 
individual needs. Under such a sys- 
tem copies of the original order are 
used for stock selection, packing, 
shipping,and finally invoicing. 
Copyflex provides these copies 
swiftly. There is no chance of typing 
errors. No messy carbons, no proof- 
reading, and finally no delay! 

The result is the saving of many 
thousands of expensive man-hours 
with a corresponding gain in cus- 





Model 14 
Copyflex Machine 


Type Invoices? [ll Say Not! 


tomer good will because goods are 
shipped promptly without error and 
invoices arrive on time. 


What Copyflex Is 

The basis of the Bruning Copyflex 
order-invoice system is the Copy- 
flex machine itself. This amazing 
machine turns out ready-to-use 
black on white copies of anything 
typed, written, printed or drawn on 
ordinary translucent paper. It does 
this without fuss, mess or bother — 
rapidly and economically. 


If you are interested in the Bruning 
Copyflex order-invoice system or if 
you have any problem involving 
the speedy, economical, accurate 
duplication of records, mail us the 
coupon below for free booklet. 








Charles Bruning Company, Inc. 
4700 Montrose Avenue, Chicago 41, Ill., Dept. 304 


Please send me free booklet on Copyfiex and 





(BRUNING) |°: 


Company 


Copies anything typed, written, 

printed or drawn on ordinary 

translucent paper in seconds. . 
City 








full particulars about how Copyflex solves any 


copying problems. 


a 





Address. 








Zone__State______ 
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Smaller 
companies 
preferred 
by engineering 


graduates 


Me According to The 
\ssociated Industries of Cleve- 
land (AIC), if you’re planning to 
hire new engineers from the June 
1954 class, you’ll run into the con- 
tinuing shortage, which this yeat 
is estimated at 60,000. 

In the years since the war, big 
corporations and companies have 
developed college recruiting prac- 
tice to a truly competitive level. 
For example, at one engineering 
school, four companies per day 
have had representatives on the 
campus to talk to seniors since the 
middle of November. By April 1, 
the complete senior class had been 
placed. 

Small industry seems to have 
the idea that big industry takes 
the cream of the engineering 
graduate crop. Actually, there are 
many graduates who want to go 
to work for the good, small, solid 
company which is not out to hire 
500 engineers or even five, but 
perhaps only one or two. 

It might behoove the small 
company to make their needs 
known to college personnel direc- 
tors, even though they are unable 
to send a representative or insti- 
tute an expensive recruitment 
program. m/m 











Editor's Note: Most busy men are eager 
to find "easy tricks’ to simplify their 
problems. The memory techniques de- 
scribed in this article are neither easy 
nor are they tricks. But they do work! The 
author discusses the three most common 
memory problems of executives: faces, 
names and retention of written material. 
At our suggestion, he has based his com- 
ments on "retention of written material” 
on another article that appears in this 
issue of Management METHODS. May 
we suggest that you read that article, 
"Operation: Switch," on page 22, first, 
to better understand the author's com- 
ments. 


ee At a recent conven- 
tion, I noticed that one visitor repeat- 
edly greeted others by name, while it 
was obvious that the other men had 
not the slightest idea with whom they 
were talking. Nor were they able to 
introduce their “acquaintance” to me 
or to anybody else. This lack of mem- 
ory for names caused many embarrass- 
ing moments and I determined to find 
out if it was possible to do something 
about this shortcoming. When our 
trade association announced that Dr. 
Bruno Furst’s School of Memory and 


Detailed face chart prepared by Dr. Furst for use in his classes. 
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How | improved my memory 


A "PHOTOGRAPHIC MEMORY" IS CONCENTRATION, HARD WORK AND PRACTICE 


by Richard Dede, Vice President, New Jersey Machine Corporation 
President, New York and New Jersey Branch of Nat'l Metal Trades Assoc. 


Concentration would form a_ special 
class for our members, I signed up for 
myself and my secretary, realizing that 
some mental brush-up would do 
neither of us any harm. 

At the start of the class we received 
a booklet that described the course 
content and told how it was designed 
to improve one’s memory. A definite 
distinction was made between material 
that we wished to remember for a short 
time and material that we wanted to 
remember indefinitely. 

I was especially interested in the ses- 
sions dealing with names and faces. 
For remembering faces as well as 
names, we were taught to use six dif- 
ferent steps. With regard to the face, 
these steps are: 

1. Observe the face. Whenever we 
meet a person for the first time, we 
must observe his face and his entire 
appearance very closely, noticing espe- 
cially his eyes, nose, mouth and hair. 
2. Apply the chart (see cut opposite). 
This chart has been designed for the 
purpose of calling our attention to the 
varieties of facial features of people we 
meet. In the beginning, such an ob- 
servation has to be made almost step 
by step. We should look at the person 
and mentally run through the entire 
chart in order to decide on an accurate 
description. 

3. Look for outstanding features. 
An “outstanding feature” means any- 
thing that distinguishes this particular 
face from the faces of other people. 

4. Draw the face. This does not mean 
make an actual picture, but a mental 


picture to test ourselves as to whether 


the outstanding features of this person 
are clearly visible to our mental eye. 


5. Compare the drawing with the 


person. At the first opportunity, we 
should compare our mental picture 
with the actual person or a_photo- 


graph of him. (next page, please) 











. a carefully planned 
grouping of handsome, modern 
office furniture . . . styled to 
lend beauty and luxury to your 
office without the sacrifice 
of efficiency. See your 


Imperial dealer or write 
for particulars. 


IMPERIAL DESK COMPANY 





Evansville 7, Indiana 





(Circle 727 for more information) 


15 











aad 





{? 
i 


ye Everyone who owns or operates 
Pz an offset duplicator should have 
f a copy of this booklet. It tells how 


? you can put idle duplicator ume 
Fd to valuable use—how Colitho 
Offset Duplicating Plates are used 
to cut paperwork corners 
: efficiently —how to eliminate 
} transcription errors and reduce 


a production costs. You'll find it 


Pd full of useful ideas. 


yo 
- r FREE! 

WS Please use the coupon and 
attach it to your business letterhead. 







THE “ONE-WRITE” WAY TO RUN A BUSINESS 


Colitho Division COLUMBIA RIBBON AND CARBON MFG., CO., Inc. 
115 Herb Hill Road, Glen Cove, N. Y. 


Send the booklet ‘‘Cash In On Your Duplicator’s Idle Time." 


Name 





Company 
Address 








City Zone State 
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6. Redraw the face. We may discov- 
er mistakes in our mental picture, such 
as a different haircomb or a particularly 
sharp feature, which we notice when 


seeing the person again. 


Names more difficult than faces 

A test in class proved very clearly 
that there are many more people who 
have difficulty with names than with 
faces. The reasons are obvious. Let us 
suppose that we meet Mr. White at a 
cocktail party and have a five-minute 
conversation with him. During these 
five minutes, while talking to him, we 
are constantly looking at his face. From 
the viewpoint of memory, this means 
the constant repetition of this particu 
lar face. However, the name was given 
to us only once during the introduce 
tion. We have constant repetition of 
the face versus lack of repetition 
with regard to the name. Add the fact 
that 75°, of all human beings are pre 
ponderantly eye-minded, as contrasted 
to ear-minded, which means that the 
majority of us remember things better 
which reach our brain cells through 
the eyes than things which reach us 
through the ears. 

The six steps taught to remember 
the names are: 
1. Get the correct name, Ii the name 
of a new acquaintance is not clearly 
pronounced, we can never expect to 
remember it. If someone introduces 
“Mr. Whiteborough” as “Mr. White 
bar” or something similar, it’s impos 
sible to remember the correct name. 
Ask the person for the correct pronun 
ciation and—if there is any doubt—fo1 
the correct spelling of his name. 
2. Repeat the name immediately after 
the introduction. If you repeat it 
incorrectly, he will correct you and 
give you a chance to discuss the name. 
By repeating the name several times 
during the conversation, each repeti- 
tion will anchor it more thoroughly 
into your memory. 


3, Attach a meaning to the name. 
Form an association between the per- 
son (that is, his appearance, features 
and occupation, if we know this) and 
his name. By the time we took up 
names and faces in our course, we 
already had sufficient training in form- 
ing associations and, therefore, didn’t 
encounter any difficulty, as long as the 





name had a definite “meaning.” Such 
meaning may be a color, an occupa- 
tion, a certain time of the year or even 
an adjective. The names of famous 
people also belong in this category. 
4. Find a substitute if the name has 
no meaning. We cannot form = an 
association with something that is 
meaningless. It is always possible to 
find such substitutes and it is advisable 
to leave the initial letter unchanged. 
Here are examples of good substitutes: 
Canatsey—canasta, canister, canary 
\ltis—alto, altar, altitude 
Pickering—pickerel, pickled, picke 
Bankrist—banker 
Lampert—lamp 
3. Repeat the name several times. 
It is just as easy to say, “I agree (or 
disagree) with you, Mr. Roland,” as it 
is to state agreement or disagreement 
without using the name. Every repeti- 
tion again fixes the name in our mind, 
especially when we think of its mean- 
ing, origin and association to the per- 
son to whom we are talking. 
6. Write the name down. Writing 
the name is an efficient resort with 
most people. We become more con- 
scious of the spelling and we see the 
name on paper, While it may not be 
possible or advisable to write the name 
at the time of the introduction, we can 
always find a free moment later on. It 
is especially helpful when there is a 
large group of people involved. 


Retention of written material 
Business conditions are constantly, 
changing and to keep pace with these 
changes it is necessary to read count 
less articles in trade journals, magazines 
and newspapers. However, the reading 
alone does not help us very much if we 
are unable to retain what we read. A 
mental filing system enables us to keep 
the gist of an important article in 
mind. For that purpose we use a “chain 
reaction” that consists of cue words or 
cue sentences. We must remember that 
each cue word has two functions: 
1. The cue words must be selected so 
that each cue word will recall the sen- 
tence or the thought or the paragraph 
for which it has been selected. 
2. The cue words must be selected so 
that it is easy to link them together to 
form a chain. 


The first function is similar to the 
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procedure we use in writing an out 
line. It is the second function that re- 
quires some training, since only a few 
of us are accustomed to look for asso- 
ciations or linking thoughts. Unless we 
are fully aware of these connections, 
the reading material will likely be fon 
eotten, Whether or not the associations 
are obvious and easy to find depends 
on the continuity of the article in ques 
tion. If one thought leads logically to 
the following one, there will be no 
dificulty in) forming proper associa- 
tions. If the article jumps from one 
thought to another (as articles some 
times do), the linking thoughts must 
become artificial and are more difficult 
to keep in mind. 

The questions of how many cu 
words to select depends on various cit 
cumstances such as: 

How difficult or technical the 

subject is—the more difficult, the 

more cue words, 

How familiar we are with the 

subject—the more familiar, the 

less cue words. 

How much detail we wish to re 

member—the more details, the 

more cue words. 

In the beginning, it mav be advis- 
able to write them down. Once we get 
accustomed to using this method, we 
can keep them in mind and dispense 
with the writing. The same holds true 
for the linking thoughts. If the asso- 
ciation is clear to us, we don’t have to 
put the linking thoughts on paper. 
‘The selection of cue words and the 
construction of a chain becomes al 
most automatic if we use this system 
continuously. We were taught to take 
the following steps: 

1. Glance over the article or the story 
to get a good idea of its content. 

2. Read it again more carefully and 
select proper cue words which link and 
form a chain. We can speak of “‘link- 
ing” only if we are fully conscious of 
the connecting thoughts. 

3. Try to reconstruct the chain with- 
out looking at any paper or notes. 

Since practical examples are always 
easicr to understand than theory, I am 
applying the chain method to the 
article “Operation: Switch” which ap- 
pears on page 22 of this issue. The 
italicized cue words (black bold print 
in chart) are sufficient if I wish to re 


may 1954 





Chain reaction applied to "Operation 
Switch" (poge 22) 


Cue words (Linking thoughts are shown in color) 


Existing Conditions 
friction between supervisors 
lack of cooperation between supervisors 


How fo solve this problem? 


Put every supervisor at the head of another 
department 


How to proceed: 


The Preparations (3 steps) 

1. preliminary discussion 

2. each department head made his own choice 

3. each regular department head explained his 
department to his stand-in 


W hat to do after the switch? 


Each stand-in should write a report about his 
experience 


The Actual Switch 


excitement and expectancy 
relaxation and normal proceedings 
everybody pleased 


What were the results? 

The Results 

everything put in order 
routine problems uncovered 


Which advantages became obvious? 

1. Monetary Advantages 

Examples: 

a machine was designed to seal the other end 
of a carton 

storage space was better used 

color-coding system for electrical components 

raising of door frame to permit trucks to pass 

re-designing of tools 

$50,000 savings compared to $5,000 costs 


2. Non-monetary advantages 

respect for the other department's problems 

group education 

application of one department's experience to 
other departments 

better mutual understanding and cooperation 





member only the main ideas of this ar 
ticle. However, | would use all the cue 
words if I consider it necessary and 
helpful to remember the gist of this 
article in more detail. 

I have found that such chains re- 
mained in my conscious mind for a 
long time, especially if I constructed 
them myself. I realize that various 
human beings work in different ways. 

The chain which I construct follows 
my own trend of thoughts. Each cue 
word recalls the following one to my 
mind. Therefore, the chain and the 
article for which it stands remain with 
me for a long time. 

While the short cuts taught in Dr. 
Furst’s memory course prove very valu- 
able for specific features, such as names 
and faces, reading material, etc., my 
most important gain was a marked im- 
provement of memory in general. m/m 









Move indicator knobs on scale to 
widths wanted...and it’s ready to go! 


The FH is little larger thana 
typewriter, and costs less! 


Even if it’s only lOO 


...items to be folded, you can save 
time and cut office folding costs with 
this new small Folding Machine! The 
FH is the first truly low-cost, practical 
folder for handling bulletins, sales 
letters, announcements, invoices... 
other items that have to be folded. 

{t is precision-made, accurate and 
fast. With semi-automatic feed, and 
electrically driven, it will double-fold 
letter size sheets—up to 5000 pieces 
per hour. And it can fold sheets when 
stapled together. 

It makes eight basic folds, handling 
saper of various weights in sizes as 
large as 82 by 14 inches. 

Anybody can learn to use the FH 
in a few minutes. Moving two knobs 


PITNEY-BOWES 


Folding Machines 


Made by Pitney-Bowes, Inc. . . . originators 
of the postage meter . . . 93 branch offices, 
with service in 199 cities in U. S. and Canada, 
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on the inch-marked scale sets the 
machine for the width of folds 
wanted—takes less time than tuning 
in your TV set! 

Little larger than a typewriter, and 
costing less, the portable FH can be 
carried easily from place to place; 
needs but little working space. It’s a 
real convenience in any office and soon 
pays for itself. 

Ask the Pitney-Bowes office near 
you to show you the FH. ¢@% 
Or send the coupon for * 
the free booklet... 










Fully automatic model 
FM folds up to 19,000 
Sheets per hour. 
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PITNEY-BowEs, INC. 
4707 Pacific St., Stamford, Conn, 


Send free booklet on Folding Machine to: 
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ONE operator plus one Davidson provides six dif- 
ferent printing processes. Letterheads, brochures, 
office orders, advertising pieces, maps, engineering 
drawings — anything that is drawn, typed, ruled 
or written, all are done simply, economically on a 
single Davidson. 


The key is the Davidson’s unique performance 
ability. With one Davidson you have six printing 


EMBOSSING 
2-SIDE PRINTING 
LETTERPRESS 


processes on one machine: offset, dry offset, emboss- 
ing, 2-side printing, letterpress, rubberplate relief. 

When you own a Davidson you can print letter- 
heads and emboss the stationery in one operation. 
You can imprint advertising material. You can print 
and number orders. All with one unit! All run by 
just one operator. 


Davidson...a multi-purpose reproduction unit. 





DAVIDSON CORPORATION boept. 1-45,29 RYERSON STREET, BROOKLYN 5, N. Y. 


A subsidiary of Merganthaler Linotype Company 


(Circle 716 for more information) 
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A positive approach to 


the garnishee 


ummm If Mike K. had been 
a new employee he would have been 
fired the day his company was served 
with a garnishee against his wages. For- 
tunately, the company was relatively 
small and the plant manager knew 
Mike to be an experienced and reliable 
worker. He called him into his office, 
showed him the garnishee and _ ex- 
plained why the company had adopted 
such a seemingly harsh policy. Since 
the sum involved was small, Mike took 
the day off, paid up and came back to 
work. But three months later, he quit 
and went to work in a_ neighboring 
plant. All through the weeks following 
his talk with the plant manager he had 
shown bitter resentment to the com- 
pany and the boss. 


The employer's dilemma 


Since state laws compel an employer 
to make regular deductions from an 
employee’s earnings when a legal ordei 
has been served and then to transmit 
such deductions to the collection 
agency or creditor, most companies 
solve the nuisance by firing the worker. 
Chis arbitrary action is understand- 
able, since the additional payroll-book- 
keeping burden is costly and the gar- 
nishee is ordinarily long-lasting. Fre- 
quently, new garnishees are added; the 
employee usually is not a single of- 
fender. Equally as important, the em- 
ployee’s resentment often focuses on 
the company he works for—rather than 
on himself or the man he owes. 

But firing an employee is, at best, a 
negative solution. Often the loss of a 
valuable and trained worker far ex- 
ceeds the nuisance value of the gar- 





nishee. For this reason, many progres- 
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sive companies are taking a more 
creative approach to the garnishee 
problem. By attempting to get at the 
root of the trouble before it happens 
they find they can eliminate both 
cause and effect. 


Why they get in debt 


While poor “money management” 


would appear to be the chief cause of 
debt, it is far from the only reason. 
Take the case of Mike K. cited above. 





A fast-talking salesman had appeared 
at Mike’s home one day while he was 
at work. He showed Mike’s wife a 
handsome set of aluminum pots and 
pans “worth $99.50” but offered at a 
“special introductory price of only 
$49.75.” The equipm :nt, he said, was 
guaranteed not to tarnish or turn 
black. The clincher, of course, was the 
payment plan — only $1.00 a week. 
Mike’s wife signed a “‘receipt’”” and ac- 
cepted immediate delivery. 

After a few usings, the pots began to 
turn black. Mike phoned the salesman’s 


by Leslie M. Slote 


problem 


company and complained. For satisfac- 
tion, they suggested that he read _ his 
contract: there was no guarantee that 
the items would not blacken and, they 
reminded him, his wife had signed an 
air-tight, non-cancellable contract. 
They did offer to take the equipment 
back, however, for a payment of $17.50 
to “cover the cost of re-polishing and 
the cost of paper work.” Mike refused. 
A few days later a garnishee was served. 

It is interesting to note that a later 
investigation by the Better Business 
Bureau discovered that the $17.50 
settlement price was more than ade- 
quate to pay for the whole set and 
provide the vendor company with a 
handsome profit. 


The rackets are having a heyday 


With astonishingly few exceptions, 
there is a fraudulent, though “legal,” 
background for most employee wage 
garnishments. ‘They fall into typical 
patterns: 

—<door-to-door soliciting by dis- 

reputable firms, whose high-pres- 

sure salesmen misrepresent and 
persuade in a fast pitch, showing 
good merchandise at _ bargain 
prices which, delivered, 
turns out to be an unknown 
brand, cheap, inferior and over- 
priced to the tune of 100% to 

300%. And, of course, a signature 

has been obtained from the house- 

wife on an irrevocable contract. 

—uwused car rackets that flourish 

because the condition of the car 

has been misrepresented and it is 
then sold on an “as is” basis. 


when 


—vendors outside the plant or of- 
fice gate or on the streets, offering 


HAVE YOU HEARD ABOUT . . . HAVE YOU SEEN 


CONVOY “Chem-Board’* 


RIGID, PERMANENT, INEXPENSIVE 


record storage 


FILES 


Chem Board storage 
Files are permanent. 
They cost and weigh 
about 50% less than 
steel; cost less than 
some corrugated paper 
files. They're shipped 
assembled, ready for 
use, 


*CHEM-BOARD is the 
product of Convoy’'s 
chemical impregnating 
process that makes 
corrugated board 
flint hard, rock strong. 

















CONVOY 


also makes a 
complete line 
of Tote Boxes, 
used by fam- 
ous names in 
all types of 
industry. 


WRITE FOR COMPLETE INFORMATION 


CONVOY, INC. 


P.O. Station B, Box 216-M 
Canton 6, Ohio 


(Circle 757 for more information) 














Finger Tip 
DESK FILE 


@ No other Desk File has all these advan- 
tages: 

ADJUSTABLE DIVIDERS rest in corru- 
gated strip in channel on each side, and 
can be spaced as user wishes. As many 
as 20 Dividers can be used. 

@ Each Divider has LUCITE LABEL HOLDER 
ready for insertion of identification tabs. 
IN ADDITION TO PAPERS—file will hold 
Ledgers, Reference or Telephone Books, 
Catalogs, Magazines. 

File is ALL ALUMINUM, acid treated to 
prevent smutting papers or hands. Per- 
manent satin finish. 

@ RUBBER CORNER CUSHIONS prevent 
marring of desk, and keep file where 
wanted. 

Size 9 x 13 x 9'/2"" high. 


And Only $4.75 


See Your Dealer or Write 


EVANS SPECIALTY CO., INC. 
421 N. Munford St., Richmond 20, Va. 











(Circle 720 for more information) 
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THE CASE OF THE 2-WAY CONTROL 


The Problem: A home appliance dis- 
tributor had trouble keeping track of 
appliances sold through retail branches 
and, through—as a secondary outlet — 
outside salesmen. Constant shuttling 
of merchandise between branches and 
home office, or between branches 
themselves, weakened control of mer- 
chandise, lost stock en route and kept 
inter-branch billing loose. 





3-part Moore 
Register form 


The System: An Inventory Control 
system based on a 3-part Moore Reg- 
ister Form using Moore Register. The 
system works interchangeably for mer- 
chandise 1x and our. 

Part #1 is Notification sent to branch 
as (1) Receipt for incoming goods or 
(2) Advice on shipments out. Part 42 
goes to home office for posting to inven- 
tory records (1x and ovr operations 
both). Similarly Part #3, which is re- 
folded in the locked compartment, is 
later sent to the home office as a whole 
pad and used for audit check. 
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Savings and Gains: Good 
inventory control through 
simplified operation. The con- 
tinuous feature of the forms, 
with each transaction numbered con- 
secutively, monitors all stock in 
transit. Better audit, with locked- 
compartment copies as a control. 
Inter-branch billing and payments 
are on a sound basis. Employees have 
no trouble following the standard- 
ized, simple system. 


THE CASE OF TOO MANY TYPINGS 


Previous System: A steel castings 
company normally got equipment and 
supply quotations from 3 Vendors, and 
made out 3 sets of Quote forms in du- 
plicate, 1 set for each. These 3 typings 
were raised to 4 by a Purchase Order 
that had to be prepared. Extra work 
was a steady diet, and the system 
lacked control over inquiries and over 
progress made with them. 


The System: A 12-part Moore Speed- 
iset consolidates typing for both Inquiry 
and Purchase Order, with 7 parts cov- 
ering Inquiry and 5 Purchase. Pur- 
chase parts as follows: #1 Purchase 
Order, #2 Follow-up, #3 Accounting, 
#4 Inventory, #5 Receiving. Inquiry 
parts follow in this order: #6 List of 
Vendors, #7 and #8 Inquiry to first 
Vendor, #9 and #10 Inquiry to second 
Vendor, #11 and #12 for third Vendor. 

At the start, Vendor names are typed 
one after another on the Speediset, but 
strip carbon is so arranged that only his 
own hame appears on the Inquiry sent 
to each Vendor. The list of materials 
types through on all copies. The 3 Ven- 
dor sets (parts #7 through #12) are 
detached and mailed in window en- 
velopes, two copies to a Vendor allow- 
ing duplicate for his file. The Purchase 
group stays in an IN process file. 


(Circle 735 for more information) 


are errors, oversights, mis inderstandings . . . 


| growth is a healthy thing, but sometimes in- 
creased sales and additions to staff bring on paper- 
work problems. It takes a good efficient system to 


handle increased workload smoothly. Otherwise there 


resulting 


in delays, broken schedules, complaints. The Moore 
man — an ‘employee not on the payroll — is often able 


to bring a fresh viewpoint, and a solution... . 


When the order is placed, the Vendor 
chosen is typed on the Purchase section 
of the Speediset, which already con- 
tains full information on the order. 
Parts are distributed. 





12-part 
Moore 
Speediset 
with Bound-in QK. ——_ _ 


sets and carbon 
stripping 


Savings and Gains: 4 writings have 
been reduced to 1, with savings in man- 
hours. Transcription errors are avoided 
and, with them, later differences or 
misunderstandings. The new, smooth 
system makes control easy to main- 
tain over both Inquiry and Purchase 
operations. 





The company with a weak system is 
at a great competitive disadvantage, 
especially with costs getting more and 
more crucial. The Moore man, acting 
as an ‘employee’ not on the payroll, 
may be able to offer valuable and 
practical suggestions. Ask the Moore 
Company to send you samples of im- 
provements in operations you're inter- 
ested in. Use the card bound in or write: 
Moore Business Forms, Inc., Niagara 
Falls, N. Y., Denton, Tex. or Emery- 
ville, Calif. , 








exceptional, impossible values. 

—schemes involving the purchas« 

of jewelry, furniture or othe 

items on installment credit terms, 

charging exorbitant prices fon 
cheap merchandise. 

—solicitation through the mails 

or using misleading “bait-ads” to 

lead your employees on. 

The list is almost endless. Misrepre 
sentation Is very frequently practiced 
to secure the signature to a wage as 
signment or to a bill of sale. In many 
cases, papers are represented to be 
merely receipts for examination of re 
turnable merchandise. Jewelry, house 
hold appliances and other items are 
freely handed out to customers on a 
“trial basis.” But when an attempt Is 
made to return an unwanted item, the 
purchaser is confronted with his sig 
nature on a blank bill of sale and a 
blank wage assignment—what was rep 
resented as a receipt turns out to be a 
binding contract. 

To top it all, a vicious new racket 
has appeared “to help the luckless em- 
ployee get out of debt.” It is a re 
financing scheme by which an em- 
ployee, who is ‘living beyond his in- 
come and unable to make periodic 
payments, pays a fee to the “credit 
corporation” to consolidate his loans 
and debts—the corporation to make 
payments for him. The “corporation,” 
after helping a client decide on the 
minimum amount of his pay envelope 
he can live on, then accepts the client's 
weekly earnings, returns this minimum 
amount to him and splits up the 
balance and makes payments to his 
creditors on a pro-rated basis, charging 
a percentage fee on all disbursements! 


What can the employer do 


The question of personal money 
management is being tackled by many 
companies with considerable success. 
Efforts fall in two categories: budget 
advice and education against swindlers. 

Lockheed, for example, included 
with an issue of its employee publica 
tion, an attractive brochure entitled. 
“Tell Your Dollars Where To Go.” 
Lockheed tells their employees that 
“there is a way to use our weekly Loc k 
heed paycheck more efficiently—to get 
ereater satisfaction from each dolla 
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we 


we spend—to help in beating high 
prices and solve some of our money 
problems, and yet get a lot more fun 
out of life. To do this we must have a 
spending plan—a family budget. We 
owe it to ourselves to have such a 
plan.” 

Lockheed follows this by explaining 
how to set up a simple, workable 
family budget, offers services of the 
Personnel Department in working out 
spending plans and then offers services 
of the Payroll Department to make 
automatic deductions for group insur- 
ance, employee social club funds, sav- 
ings bonds, credit union deposits, etc. 

Other firms are taking the same ap- 
proach. Help in this educational pro- 
eram is offered by the Union, local 
savings banks (which will often ar- 
range to accept deposits in the plant on 
payday), insurance companies and 
publications issued by the Better Busi- 
ness Bureau, the YMCA and bulletins 
from the Superintendent of Documents 
in Washington, D. C. 

Equally, or even more, important is 
the problem of combatting unethical 
business practices. In this area, the 
services and resources of the Better 
Business Bureau, a non-profit organiza- 
tion, have proved to be of inestimable 
value. While your local Bureau will 
handle complaints and will act to 
prosecute specific cases of fraud and 
unfair practices, it also offers a pro- 
tective service. The Bureau program of 
employee education in “buymanship,” 
money management and everyday rela- 
tions with business, is handled through 
their Fact Booklets. Also provided are 
specially-prepared articles for company 
publications, posters for plant and 
office, advertising messages, radio and 
television skits, news items, feature 
stories in publications, etc. The Bureau 
will act as a clearing house to guide 
and inform on business, merchandise 
and financial facts. ‘They will check on 
the background and practices of any 
doubtful organization or individual 
your employees plan to deal with. In 
addition, they will supply your Per- 
sonnel Department with continuous 
information on unfair practices. 

It is encouraging to note that this 
two-pronged program of education and 
warning has met with success whereve1 
it has been introduced. m/m 
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yu) ARE... Qe FILES ARE 
YOUR BEST BUY! 









Many companies today are conclusively proving the 
tages of ASE files. ASE offers you more filing capacity 
unit... greater ease of operation . . . distinctive 
superior construction . . . attractive, permanent Bor 

ishes — a long list of exclusive advantages that bec 
and more evident to you in efficient dail 





| 
| 
| 












vepri 
files 


ALL-STEEL EQUIPMENT INC. - Aurora, Illinois 
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BUSINESS 
EXECUTIVES discover 
many savings when 
they know 











The raw material for U.S.E. envelope gums is 
prepared to U.S.E. specifications. 





U.S.E. cartons are designed and labeled so that 
the envelopes stand on edge, as they should to 
avoid warpage. 
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Tons of envelope paper move into and out of 
U.S.E. plants each week. 


envelopes serve 
many business needs 


envelopes serve 
each need well 


it pays to specify 
U.S.E. Envelopes 


Isn’t it true? , . . when a 
man buys printing he 
takes time to consider 
type faces, halftone 
screens, colors, paper and 
so forth. 

But the Envelopes may be over- 
looked until the last minute — and 
then squeezed into a tight budget! 

Suppose you had, at your elbow, a 
book which tells HOW envelopes serve 
many business needs, and WHAT enve- 
lopes serve each need well? You could 
easily fit the correct envelopes into 
your plans. And suppose you had an- 
other book which tells WHY it pays 
to buy really good envelopes? You 
could fit quality envelopes into your 
budgets. In this way, everyone would 
be better off! 





has these books for you ? 


we 
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.S.E., theWorld’s largest manufacturer of envelopes,\and your envelope 
pplier, ‘Ask for the complete story: The “Handbook” ‘whi 

nd WHAT, and the book “What’s in it for me?” which. tells WHY it 
you to specify U.S.E. Envelopes. 


ich tells) HOW 
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Springfield 2, Massachuset!s 


15 Divisions from Coast to Coast 
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OLYMPIC LET THEIR SUPERVISORS TRADE JOBS. RESULTS: NEW 














by Benno Bordiga 








Director of Manufacturing, Olympic Radio & Television, Inc. 





ee Phe idea for a “swap” 
of lower management people was con- 
ceived at a regular bi-weekly super- 
visors’ During this session, 
the problem of supervisor friction was 
brought up for discussion. Our men 
complained about frequent squabbles, 
lack of cooperation and lack of mutual 
understanding when dealing with super- 
visors of other departments. An ever- 
recurring refrain seemed to be, “If he 
would only run my department for a 
while I’m sure he'll see it my way.” 

At Olympic we decided to see what 
would happen if we did just that. De- 
liberately, we put every supervisor at 
the head of someone else’s department 
for a day or two. Since misunderstand- 
ings are usually eliminated by gaining 
an insight into the other fellow’s 
troubles, a temporary transfer seemed 
the most logical and straightforward 
approach, 

There was another motive, too. Mov- 
ing department heads around would, 
we felt, encourage objective thinking— 
and overcome a natural tendency to do 
things “by the book” in a routine way. 
If it would help pry loose some help- 
ful, new ideas, so much the better. 


meeting. 


Not just "fault finding" 

Of course we made a few prepara- 
tions in advance. 

First, a preliminary discussion was 
held. It was emphasized that this was 
not to be a fault finding campaign, nor 


a pleasure junket. Instead, our main 
purpose was to give each man a val- 
uable object lesson in how to “put 
yourself in his shoes.” Equally impor- 
tant, the scheme would bring a fresh, 
outside viewpoint to existing depart- 
mental problems and perhaps root out 


some hidden ones. 


Second, a department head _ was 
allowed to select the particular depart- 
ment he wished to supervise during the 
switch period. In a few cases, where 
the same department was selected by 
more than one man, I made the final 
assignment. In this manner, the head 
of quality control took over the wiring 
department, the materials control super- 
visor went to shipping, the boxing de- 
partment head was assigned to be 
testing supervisor, etc. (see chart). 

Third, after assignments were made, 
everyone spent several hours explaining 
his department’s operation to his future 
stand-in. The regular department head 
was also responsible for telling the em- 
ployees in each section about the pro- 
posed action and asking them to coop- 
erate with him. 

Fourth, it was agreed that every man 
would write a report on his experience, 
including any ideas for improvements. 
He would meet once again with the 
regular supervisor on a personal and 
friendly basis to review the findings. 

There would also be a final group 
conference to summarize results. 
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NEW IDEAS AND MUTUAL RESPECT 






ee 
WHO TRADED WITH WHOM 
Department § Switched to: 
Quality Control = TV Line Prod. 
TV Line Prod. Wire Dept. 
Wire Dept. == Machine Shop 
Boxing Dept. — Test Dept. (TV) 
Receiving —s Shipping 
Machine Shop —_ Gov't. Line Prod. 
Shipping —s_—S—sReeceving 
Gov't. Line Prod. Quality Control 
nein. E 
n The day of the "switch" 
l- , 
a Quite frankly, top management was 
a slightly dubious about the whole thing. 
However, the great enthusiasm gener- 
‘ ated among the supervisors overcame 
‘i this reluctance and we were permitted 
to go ahead. 
On the actual day of the switch, 
‘Ss ; 
there was an almost tangible atmos- 
[- ° . . ~ 
phere of excitement in our plant. A 
eg . 7 
| feeling of expectancy pervaded all 
‘ levels, from production workers to top 
‘ 
; management. But after the first couple 
! 
of hours, everyone relaxed and work 
( 
proceeded normally. 
5 That afternoon I contacted the de- 
r- 3 
partment heads to get an over-all gen- 
eral reaction. They all seemed pleased 
e . 
about the experiment and many asked 
for an extension period for a day or 
so to study their new problems in more 
S detail. Three days later the final 
e evaluation conference was held. 
d 
\- House cleaning came first 
)- . . . . 
The initial result—and most obvious 
)- . 
to all—was a complete physical house 
cleaning throughout the plant. Nat- 
n urally, no department head wanted his 
.» section to appear in a bad light, so he 
. put everything in order ahead of time. 
e In addition, many routine problems 
d which had been carried along from 
week to week were uncovered and some 
D glaring eyesores were noted by the 
guest supervisors. The hoped-for ‘“‘ob- 
5 may 1954 


jective approach” paid off handsomely. 
In fact, our plant maintenance staff was 
kept busy for six weeks afterwards try- 
ing to catch up with regular mainte- 
nance work which would otherwise 
have been neglected. 


Tangible savings produced 


The most dramatic contribution was 
a suggestion for a piece of materials 
handling equipment in our cabinet de- 
partment. As one of our larger sets 
comes off the assembly line, a paper- 
board carton is dropped over the cab- 
inet and sealed. Then the set must be 
turned upside-down to seal the other 
end. We had been using two men to 
turn the sets manually, with consider- 
able physical effort. 

As a result of suggestion, a machine 
was designed and built to do the job 
mechanically. Called a “flip-flop,” it 
cost us $3500 to build. This device 
alone has achieved an annual saving 
of $24,000, besides bringing about a 
large reduction in accident rate, ab- 
senteeism and labor turnover. 

“Good housekeeping” ideas brought 
a dollar-saving that surprised us all. 
Material that was lying around on 
shelves waiting for salvage was taken 
down and old storage areas were re- 
organized. Result: we decreased our 
need for leased “outside” warehouse 
space. About 1000 TV sets that nor- 
mally were stored in leased space were 
stacked inside the plant, at a saving 
of 85c per set per month in storage 
charges. Total saving: $850 a month. 

A valuable new procedure came from 
the TV assembly line. In this depart- 
ment we had a long-standing problem: 
electrical components of the same class 
often look alike, but have an entirely 
different function. For example, two 
wires of the same color end up on ad- 
jacent terminals; or two condensers 
have similar values but different toler- 
ances, yet are installed by one operator. 
The visiting supervisor suggested a 
color-coding system to eliminate this 
confusion. Others had been tried, but 
this one worked. It worked so well we 
have made his' methods standard 
throughout the plant. Incidentally, fi- 
nal inspection became much easier with 
the new coding system, so we took two 
inspectors off the production line. Sav- 
ings: $6000 a year in salaries. (next page 








How many on YOUR payroll? 


Think of the money you'd be los- 
ing if 4 out of 10 of your em- 
ployees worked blindfolded! But 
have you any idea of how much 
you are losing on workers whose 
eyes aren’t right for their jobs? 
It’s an established fact that 42% 
of America’s industrial workers 


are visually unqualified for their 
jobs...and it’s further estab- 
lished that these workers are a 
major cause of waste and rejects, 
accidents—excessive labor turn- 
over, training time, make-up pay. 









You can identify those on your 
payroll, accurately, scientifically 
—by means of the new improved 
Bausch & Lomb Ortho-Rater. 
You may now purchase the in- 
strument outright—then admin- 
ister the tests yourself. 

Your Ortho-Rater starts you 
immediately toward specific sav- 
ings. And it continues to pay off 
in profitable visual rehabilitation 
of employees, in setting new job 
standards and in job placement. 


Send now for the booklet 
“Eyes Right for the Job." 
It's worth knowing about! 


Just mail this coupon with your busi- 
ness letterhead to get your free copy 
of EYES RIGHT FOR THE JOB. 


BAUSCH & LOMB OPTICALCO., 
Smith Street, Rochester 2, N. Y. 


(Circle 708 for more information) 
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ADDO-X ‘puts 


your figures in order 






ies * Exclusive oh s. Distributors; Addo-X Adding Machines 
1s Multo Calculators — Roneo Mimeo Machines 


(Circle 700 for more. information) 





24 











That's because ADDO-X's 
new symmetric keyboard is 
especially designed to fit the 
hand ... thus increasing speed, 
accuracy and simplicity. 


But that’s not all! 


The exclusive STEP-O-MATIC 
LEVER makes the ADDO-X 

a calculator as well when 
used for multiplication . . 
permits automatic step-over 
to the next higher unit without 


using the O-Key. 





This . . . with ADDO-X’s 
symmetric keyboard, “live” 
Repeat and Repeat/Subtract 
key ... makes ADDO-X the 
most advanced adding machine 


on today’s market. 


Write for new, illustrated 
folder and full details. 





One observant department head 


questioned the way fork lift trucks were 
being routed. He noticed that one door 
way was too low to pass a fully-loaded 
truck through and operators were tak 
ing the long way around. By raising 
the door-frame, he figured trucks could 
take a straightline path. He was right, 
and over-all lift truck operations are 
now 50% more efficient. 

Other suggestions touched on almost 
every phase of plant operations. Tools 
were re-designed and glaring eyesores 
were removed. (Example: the machine 
shop was still using rubber air hose, 
installed three vears before as a ‘“‘tem- 
porary” expedient. No one had thought 
to make a more permanent arrange- 
ment.) New equipment was bought. 
(Example: installing a roller-conveyon 
at one point saved $3000 a year.) One 
recommendation even called for a 
“switch” of employees doing repetitive 
operations—to keep them from becom- 
ing bored and inattentive. 

In all, the total savings to Olympic 
over one year ran to an estimated $50,- 
000, not counting the many intangible 
benefits. 

The total expense involved in the ex 
periment was negligible when com- 
pared with this figure. Even allowing 
for conference time—which added up 
to about eight hours per man—the cost 
came to about $5000 for everything, 
including new equipment and main- 
tenance. 


Many secondary benefits 


As could be predicted, we did re- 
ceive a number of suggestions which 
could not be used. A few had been 
made in the past, tried and found non- 
workable. But these were more than 
offset by their non-monetary advan- 
tages. 

Since “operation switch,” department 
heads have come to view each other’s 
problems with a new-found respect. 
They appreciate the necessity for work- 
ing as a team, without bickering and 
grumbling. And each man was exposed 
to both an individual and group edu- 
cational experience. He had to face 
new problems, come up with a way of 
solving them and then compare notes 
with his associates. Such results cannot 
be evaluated in dollars, but will be 
beneficial to Olympic for years to come. 
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Objectivity of guest supervisor 


A fair appraisal of our success can 
he gotten from the comments we re- 
ceived from department heads. 

\ typical reaction: ‘“The average 
supervisor doesn’t get out of his depart- 
ment much. He’s been working with 
the same problems for so long, he gets 
kind of set in his ways. I guess he works 
out a routine and sticks to it, and 
misses what an outsider might easily 
see. And sometimes the things that 
have worked out well for the outside 
man in his own department can be 
made to apply in another department.” 

The head of the boxing department 
said: “After running another man’s de- 
partment, even for a few days, you 
come to realize you can solve your mu- 
tual problems by working with him, 
not fighting him.” 

Here’s the comment made by the 
materials control supervisor, who went 
to the shipping department: “I sure 
learned a lot of things about bills of 
lading and shipping procedures I never 
knew before. When you know a man’s 
department, you don’t make silly de- 
mands and ask him to do things he 
can’t do. Besides, when you understand 
his side, you can speak with him more 
intelligently. The whole situation cre- 
ates harmony.” 

Judging from results, everyone, in- 
cluding top management, now feels 
the “switch” was eminently  success- 
ful. In fact, we hope to be able to make 
it a regular semi-annual event. m/m 


“worth 


Automation antedated: Fully 
automatic manufacturing, currently 
in the spotlight, actually dates back 
to 1790, research by the Square D 
Company discloses. A man named 
Oliver Evans opened a completely 
automatic flour mill on the banks 
of a little creek near Philadelphia, 
163 years ago. The mill was fully 
automatic, powered by a_ wate 
wheel. Grain was fed to a_ bucket 
conveyor on the first floor of the 
mill. Water power moved _ the 
raw material thereafter through a 
succession of endless belts, screw 
conveyors and coarse and_ finish 
grinding operations, to the _ final 


stage. The whole plant could turn 
out 300 bushels an hour. 
s " 
repeating 
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way!) to make “catching up” at 












YOU JUST pick up the mike of your 
“VP.” EDISON VOICEWRITER 
for instant dictation at your 

desk ... or pick up the slim, 
trim V.P. itself (!) for on-the-spot 


service in the offices of others... 


2. 
THEN SLIP the half-as-big, 
twice-as-useful V.P. into 
your briefcase (it’s shaped like 
a book and handles the same 


home productive and effortless. 






INCOR®P RATE 
ALSO MAKERS OF THE FAMOUS EDISON 
NICKEL-IRON-ALKALINE STORAGE BATTERY 





| 


3. 
YOU'RE DOLLARS ahead when 
the versatile V.P. dictating 


instrument goes where you go. 
It saves valuable “paperwork” 
time in train, plane or car! Edison’s 
exclusive Diamond Discs are 
unbreakable, mailable, re-usable. 
or” 


FREE 12 PAGE FULL-COLOR BOOK “Get Action On The Go!” gives you 
the whole wonderful story of the years-ahead V.P. Just clip 
coupon to your letterhead and sign. Or phone local repre- 
sentative listed under EDIPHONE or EDISON VOICEWRITER. 


EpISsON, 9 Lakeside Avenue, West Orange, N. J. 
O.K., send me “GET ACTION ON THE GO!”— 
no obligation. 


NAMI TITLE eihietare nati 
COMPANY a icammeeniai 
ADDRESS ciaiblieatin 


CITY STATE npuisiaien 


(Circle 718 for more information) 








"1 CAN'T STAND 
"” IT ANY LONGER!... 


call RECORD CONTROLS.” 


Tempers frequently flair when files are hard to 
find, causing irritations and loss of time. 


Record Controls offer a professional service 
for organizing your files, Properly centralized 
and controlled files are more accessible, take 
less space and require less help to handle 
efficiently. Unnecessary duplicates are elimi- 
nated and outdated records are disposed of. 
We do not sell equipment or supplies. 

Save yourself and your organization head- 
aches and loss of precious time. 


Call Record Controls—One of our experts is 
available for consultation. 


RECORD CONTROLS, INC. 


209 S. La Salle St. Chicago 4, Ill. 
516 Fifth Ave. New York City 36, N, Y. 


(Circle 758 for more information) 





TRANSFER RECORDS 
THIS EASY WAY 
AND HAVE... 


ECONOMY, 

SYSTEM, 

SAFETY! 
Ss 


a STORAGE BOXES 





Protect your inactive business records 

with proper storage. LIBERTY STORAGE 

BOXES are constructed of highest test 

corrugated fibre-board. Dust-proof, spill-proof 
protection. Liberty’s storage system assures /fast- 
finding of any record. Try LIBERTY BOXES for 
quality and low cost. 25 stock sizes. 


Sold by leading stationers. 








Clip this ad to your letterhead 


FOR FREE BOOKLET 


Record retention chart tells you how long 
to keep specific records. 

2 Gives complete information for best 
procedures in record storage. 


BANKERS BOX COMPANY 


720 $. Dearborn Street * Chicago 5, Ill. 


a 


(Circle 707 for more information) 
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by L. J. Lehan 


V. P. and Gen. Mgr., Duge Distributing Company 


Combined billing 


and accounts receivable 


INVOICE AND STATEMENT-LEDGER PROCESSED IN A SINGLE OPERATION ON A NEW COMBINATION MACHINE 


Editor's Note: While attempts have been 
made before to combine billing and ac- 
counts receivable operations, we do not 
know of another practical operation for 
the multiplication of amounts, writing and 
totaling of the invoice and posting to 
accounts receivable ledger and state- 
ment, all done at the same time. 


SAIN possible now to 


combine the billing and accounts re- 
ceivable functions into one smooth 
operation—and also save money. 

Our business is selling Youngstown 
kitchens, sinks, cabinets and_ other 
units to retail dealers and_ builders. 
Like many other hard goods distribu- 
tors, we used to have the old pen-and- 
ink system for handling our customers’ 
accounts with billing done by _ type- 
writer. Handling about 65 invoices a 
day, with an average of 6-8 items each, 
two girls, plus half the time of another 
person, were needed to do the billing, 
accounts receivable posting, cash re- 
ceipts, salesmen’s commissions, etc. 

We figured all the invoices before- 
hand, then typed them out. We posted 
to a bound Accounts Receivable ledger, 
then did all the work over again at the 
end of the month when open-item 
statements were made up. We wrote 
out all the cash receipts in a hand cash 
journal, then duplicated the work in 
posting to the ledger. We sent out 
statements once a month and didn’t 
get them mailed until the 15th or later. 
And we needed two and a half people 
to do the work. 

We had all of the “normal” func- 
tions, and headaches, of pen-and-ink 
work. Our salesmen received, as a basis 
for their being able to check commis- 
sions, a copy of each invoice. These 
copies were frequently lost or adjust- 
ments were made on the original after 
the salesman had received his copy, so 


this was a constant source of dis- 
crepancies. 

We didn’t have a really bad system; 
judged by the standards of even five 
years ago, we had a reasonably good 
system, without a bookkeeping machine 
of any kind. There was no reason to 
purchase a bookkeeping machine just 
to post our ledger cards, since that job 
was only one part of the operation. 
When we learned of this new method, 
however, the savings that could be 
made in time and money were very 
clear indeed. 


Operations completed in one step 


The entire billing and accounts re- 
ceivable job is now accomplished in 
one operation (see cut). The invoice 
(plus four carbon copies), the custom- 
er’s statement, the Accounts Receivable 
ledger card and the Sales Journal are 
all done by machine. 

Typing is done on the machine’s 
electric typewriter. Figures are entered 
on a regular adding machine type key- 
board; the machine does the rest. It 


multiplies quantities by price auto- 


matically, prints the answers, totals the 
invoice, subtracts discount and so forth, 
then “remembers” the total amount of 
the charge, date and invoice number 
and automatically prints this informa- 
tion on the statement and ledger card. 
The new balance due is also automati- 
cally computed and printed. 

Notice that at the right side of the 
journal, gross amounts are segregated 
as to whether they were sold to a deal- 
er or a builder; the sales tax and de- 
livery charge are then entered and, if 
all entries have been made correctly, 
the machine prints ‘.00’” in the ex- 
treme right column of the journal. If 
any error has been made, the machine 
will print the amount of the error and 
it is then instantly corrected, using a 
“reverse” key. 

The journal columns are automati- 
cally added as posting occurs, so that 
we have totals for sales, dealer mer- 
builder 
tax and delivery charges. 


chandise, merchandise, sales 
The sales 
figure, which proves all others, is com- 
pared to an adding machine tape of 
invoice amounts, run beforehand. 
Not only 


does this “‘all-in-one”’ 


Invoice (plus four copies), Accounts Receivable Ledger Card, Customer's Statement and Sales Journal 
are all created simultaneously by machine. The forms below are the result of the single operation. 
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operation save us a very substantial 
amount of time—60 hours a week— 
but the fact is that there cannot be a 
discrepancy between records, since they 
are all done together. With our forme 
method, it was possible to have one 
amount on the invoice, another in the 
ledger and perhaps even a different 
figure on the journal. This just can’t 
happen anymore. 

Entries for cash received are posted 
to statements and ledger cards, the 
Cash Receipts Journal being created as 
a mechanical by-product of this opera- 
tion. Again, receipts are broken down 
into two separate controls, dealer and 
builder. After net amount and dis 
count are entered, the machine prints 
“00” to show that entries have been 
made correctly. 

Exactly the same journal form is 
used for posting credit memorandums. 
Note in the illustration that there are 
two notations at the extreme lower left 
“Cash 
Receipts” and “Credit Memos.”” The 


corner of the journal, reading 


operator labels the journal properly 
simply by using a check mark. 


Some benefits of the system 


The most tangible benefit we have 
received from the installation of this 
system is the saving of one and a half 
receiving a_ total 


people, salary 


of $375 a month. The dollar-saving on 
a yearly basis is, therefore, about $4 
500, so the machine will pay for itself 
over and over again. The per annum 
percentage of return is almost 100%, 
a great deal more than it is possible to 
obtain from most investments. 


Another important factor is that we 
can now send statements out twice a 
month, on the 2nd or 3rd and on the 
loth. This has materially aided in col- 
lections and has reduced our “‘total out- 
standing debts.” 

One girl does the whole job. Yet she 
does not have to be a “trained oper- 
ator,” since there is nothing at all com- 
plicated about running this machine; 
it is simply a matter of typing and en 
tering figures. All of the “heavy work” 
is done automatically. Our feeling is 
that any distributor who presently 
needs more than one person to do the 
bookkeeping work might do well to 
look into this new system. m/m 
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Asset or Expense? 


An efficient internal printing department can be a 
big asset to a busy company —in speeding communica- 
tion; in preparing the records vital to up-to-the-minute 
management; in handling the dozens of needs for quick, 
inexpensive duplicating. 

For this reason, many cost-conscious companies are 
turning to “3M” Photo-Offset Plates for their internal 
duplicating needs. Top-quality “3M” Plates increase 
efficiency, cut costs, and speed production by turning 


Quick facts on the ‘‘3M”’ Plate: Easy To Process 
... needs no special equipment ... takes less floor space! —EAasy 
TO STORE ... keeps indefinitely .. . can be reused again and 
again with perfect results! —Supplied for MULTILITH, DAVID- 
SON, and MIEHLE (ROTO PRINT) presses, in standard sizes. 


3M Photo-Offset Plates 


World’s largest-selling Pre-sensitized All- Aluminum Photo-Offset Plates 


The term “3M” is a registered trademark of Minnesota Mining and Manufactur- 
ing Company, St. Paul 6, Minn, General Export: 122 E. 42nd St., New York 17, 
N.Y. In Canada: London, Ontario, Canada. 


out better quality work—faster and easier. 

Like a sample of “3M” Reproduction Quality? We’ll 
be glad to send you, absolutely free, a big 1314” x 18” 
full-color reproduction of ‘‘Next cast, he’s yours’ — 
exciting original watercolor by artist Les Kouba, printed 
with “3M” Plates. This print is ready for framing... 
is perfect for den or office . . . shows you how “3M” 
Plates can reproduce with deep-etch quality. To get 
your copy, just clip and mail the coupon! 


y= Please attach to your letterhead ———_= 
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MINNESOTA MINING AND MEG. Co. 
St. Paul 6, Minnesota 


understand there is no cost or obligation 
NAME 
ADDRESS__ 


(Circle 733 for more information) 


MM-54 


i Please send me full-color reproduction of 
“Next cast, he’s yours,”’ and information 
on the use of “3M” Brand Offset Plates in my business. 1 
‘ 
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ow COLOR CONTROL ca 


IN OFFICES AND PLANTS— 


AND NOW IN BATTLESHIPS— 


COLOR IS BEING USED 


TO INCREASE PRODUCTIVITY 


ummm Phe 1) S. Navy an- 
nounced, last year, that color was 
being introduced in enlisted men’s 
quarters aboard ship for “psycho- 
Like 


many businessmen, the military thus 


logical and morale’ reasons. 


renounced the old theory that a 
monotonous color scheme is some 
how in better keeping with business 
efficiency. 

The “new look” in office, plant 
and military establishment has deep 
significance in the broadest social 
sense. It is but another example of 
the relatively recent evidence that 
the way people think and feel is a 
factor in productivity. 

Insofar as color is concerned, its 
new “motivating” use is based on 
laws that have appeared in high 
school physics books for many years. 
Restated in practical business terms, 
“Color is economical . . . color boosts 
productivity color is a safety 


factor.” 
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The use of high reflectance colors increases lighting efficiency. The controlled color scheme eliminates eye-fatigue due to mono- 


chromatic exposure. The light desk-tops avoid sharp contrasts with papers. Result—a more efficient and pleasant place to work. 


Color boosts productivity 

Compare your offices to the onc 
shown above. As an employer seeking 
trained workers in a competitive mar- 
ket, how does yours rate as a “good 
place to work?” 

Though recruitment is but one 
phase of productivity, it is significant 
that personnel executives recognize the 
physical surroundings in which people 
work as an important factor to be 
emphasized in “help wanted” advertis- 
ing—and as a major aid in reducing 
rate of employee turnover and absence. 

Color is perhaps the least expensive 
of all the devices that can be used to 
improve the physical appearance of an 
office or plant. But its importance goes 
far beyond mere surface decoration. 


Only recently has its effect on people 


been scientifically systematized and ex 
ploited to combat worker fatigue. 
\lmost every worker uses his eyes 
constantly. Fatigue, then, is a matter 
largely concerning the mechanics of 
seeing. When the worker is exposed 
continuously to only one color, how- 
ever pleasant it may be, the nerve end- 
ings in only one part of the eye are 
This 


concentrated effort of one set of nerve 


being used for color perception. 


endings can result in early fatigue. 
Thus, there is a distinct need for color 
variation as one way to avoid fatigue. 

Another factor is contrast. If, through 
the lack of planning, a desk worker, for 
example, is found to be working with 
white paper on a desk with a dark 
green surface, he will constantly be 
seeing strong contrasts. It terms of the 


eye, this means a constant opening and 


closing of the pupil or lens-opening. 
The excess of mechanical movement 
within the eye contributes to fatigue. 
Thus, a working color plan must ef- 
fect minimal contrasts throughout the 
work center. 

These facts are more than “theory,” 
as a color engineering project at the 
Wire and Rope Division of the Jones 
Steel 
Working time lost 


and Laughlin Corporation 


proved. through 
accidents dropped 38°, in the first six 
months after the job was finished. In- 
proved employee morale reduced ab- 


senteeism from about 5°; to less than 


907 
- /0° 


Labor turnover dropped from 
ibout 4.5%, to less than .45°%. Operator 
efficiency on complicated wire-twisting 
to 90°, 


between 1945 when the color-project 


equipment climbed from 85% 
was started and its completion in 1948. 
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motivate workers 


Color for economy 


Landlord tan, like battleship gray, 
has been over-emphasized through the 
years as “cheaper because it’s stand- 
ard.” The facts belie the belief. Eighty- 
five percent of the cost of paint main- 
tenance is consumed by labor. ‘The 
fractional saving in paint cost to be 
derived from one-color coverage is so 
small, in the average office or plant, 
that it isn’t worth considering. 

The same holds true today in the 
use of color for furnishings. The drab 
olive green of pre-war days, with its low 
reflective value, has been displaced by 
a variety of hues now available at no 
extra cost or at a small additional price. 

In terms of continued maintenance, 
the introduction of color has produced 
several other impressive and unex- 
pected dividends, One aspect can be 
observed in the effect color has on em- 
ployee respect for sanitation and ap- 
pearance. From plant after plant come 
reports that the frequency of main- 
tenance calls due to employee negli- 


gence drops immediately after color is 
introduced. More directly measurable, 
properly conceived color control re- 
duces lighting costs. According to the 
Illuminating Engineering Society, in 
one large office building a change from 
light buff to white ceilings and the ad- 
dition of light-tinted walls would have 
cut annual lighting costs about $14,000. 

Good reflecting colors usually give 
greatest worker efficiency and lowest 
light bills. White has a reflection value 


a sky 


of 88°%, cream 69°%, ivory 67% 
blue 65%, pale green 59%, buff 52%, 
eray, of the type used in many old- 
fashioned factories, only 50°%. With 
the exception of yellow, colors will not 
reflect efficiently if too far removed 
in value from white. 

To avoid eye fatigue, colors directly 
in line with the workers’ eyes should 
be about the same brightness as the 
bench-top or working area. Soft shades 
such as light gray, pale green and light 
blue are restful, line-of-vision colors; 
light gray being especially practical as 


a dust-concealer as well. (next pave please 


The use of controlled color need not include expensive decor or high style. 
Note the bright, cheerful and wholly efficient appearance of this clerical area. 











RANSFORM your general office 
areas into bright, cheerful “noiseless” 
work-spaces...remodel with a Gold Bond 
Acoustimetal ceiling. Your money will 
go twice as far because one material both 
quiets and decorates. The cost is little or 
no more than remodeling without the 
extra benefit of sound conditioning. 
Gold Bond Acoustimetal adds clean, 
good looks while effectively absorbing 
distracting noise. Finished in light-reflect- 
ing baked enamel, these incombustible 





with Gold Bond 


steel units are easy to clean and can be re- 
painted without loss of sound absorption. 

Consult your Gold Bond Acoustical 
Contractor for remodeling advice. Have 
him show you the fua// line of Gold 
Bond Acoustical Products and recom- 
mend the one that best fits your require- 
ments. Look in the Yellow Pages of your 
phone book under “Acoustical Contrac- 
tors,’ or mail this coupon today! National 
Gypsum Company, 325 Delaware Avenue, 
Buffalo 2, New York. 


Gold Bond — America's COMPLETE line of Sound Conditioning Materials 
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Sound Conditioning 








Travacoustic Perforated Asbestos Thermacoustic 


ws 


Acoustifibre Econacoustic 


Acoustimetal 


NATIONAL GYPSUM CO., Dept. MM-54, Buffalo 2, N.Y. 


Please send me without obligation | 

Get sound comfort C) Free copy of **The Decibel’’— © Name of the Gold Bond | 
12 page booklet picturing suc Acoustical Contractor 

with cessful sound-conditioning jobs. nearest me | 

Gold Bond Ee | 

CUAL Ce ADDRESS 

CITY ZONI COUNTY STATE | 
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FOR MORE FACTS ABOUT 
COLOR CONTROL 





If you would like to have 
a detailed fact-sheet on 
how and where you can ob- 
tain more information on 
the use of color in business, 
just circle number 802 
on the Reader’ Service 
Card. Management METH- 
ops, with the cooperation 
of various manufacturers 
who are interested in ad- 
vancing the public’s knowl- 
edge of color, has prepared 
a detailed listing of free 
literature—including slide 
films available to busi- 
nessmen. This is not a 
mere bibliography, nor will 
any Management METHODS 
reader be obligated in re- 
questing any of the books 
or films described. 





For a copy of our FACT 
SHEET, please circle num- 
ber 802 on the Reader Serv- 
ice Card. 
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Combine the 


VISUAL <@& 


. with the 
ORAL # 


for better 





Because it fills a great basic need, the Oravisual 
Easel with its large paper writing pad has earned 
universal acceptance. 

This ingenious communication tool is being used 
throughout the world in the furtherance of com- 
merce, industry, science, education, health, agricul- 
ture and religion. 

Write for free reoeee illustrated catalog on 
your business letterhead. 


ORAVISUAL COMPANY, INC. 


Factory—Box 609, Station A 
Branch Office, Box 1251, Stamford, Conn. 


St. Petersburg 2, Fla. 
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COLOR for 


Standard safety color code 


The value of color in 


most impressive in the field of safety 


engineering. 


vast and consistent that the case history 


illustrated below may _ be 


tvpical of hundreds on record. 





business is 


Statistical evidence is so 


considered 


safety 


Portsmouth Rod & Wire Division of 
the Detroit Steel Corporation, Ports- 


mouth, Ohio, 


—a drop of 75 


reports, 
adopted the color conditioning plan in 
the first quarter of 1951, our accident- 
frequency rate stood at 9.2. Our records 
for the same period during 1952 show 
that this figure has been reduced to 2.5 


~ or 
o* 


“When we 


92 


And the severity 





COLOR CAN REDUCE ACCIDENT RATE AND SEVERITY 


rate of these accidents has fallen from 
90 to .37—a drop of 59 percent. 

“Our workers are certainly appre 
ciative of the pleasant working condi- 
tions that have been accomplished and 
we have noticed that our employees 
take more pride in their work which 
reflects considerably in the quality and 
quantity of production.” m/m 


Photo: E. I. Du Pont 





Detroit Steel reduced its accident rate 75% in one year through the use of color control in its Portsmouth Rod & Wire Division plant. 
For meaning of color code illustrated above, see key below. 


High-visibility Yellow 
To mark strike-against, stumbling, 
falling or tripping hazards. Use on 
trucking equipment, protruding 
parts, curbings, dead-ends, low 
beams, etc. 





Alert Orange 


To mark portions of machines or 
equipment that might cut, crush, 
electrocute or otherwise injure a 
worker. Use on fuse boxes, ma- 
chinery guards, pulleys, gears, etc. 


aan 


Fire Protection Red 


To mark instruments for combat- 
ting fire. Use on extinguishers, fire 
hose, hose connections, hydrants, 
apparatus, fire blankets, alarm 
stations, etc. 


Precaution Blue 


To mark electrical controls and 
equipment under repair. Use on 

ovens, vats, electrical controls, 

boilers, valves, kilns, dryers, tanks, ( 
compressors, scaffolding, etc. 
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starters 


Thought Starters deal with a “practical solution to a management problem.” The 


Editor invites contributions—which are paid for at our normal space rates. 
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Amplifying device facilitates 
dictation over telephone 


instrument 








A precision allows a 
stenographer to take dictation over the 
telephone by amplifying the sending 
and receiving heads of the phone and 
freeing both her hands. Thus, not only 
take a_ letter 
office of her company, but an executive 


can she from another 





or salesman can telephone from any 


outside point to get an important letter 
into the mail at once. 

The device can also be used for a 
variety of purposes other than private 
dictation. To any user, it allows the 
speaker to refer to notes or records 
while talking on the telephone. Busi- 
ness conferences find excellent use in 
that both parties can be heard by all 
present and all can participate. Con- 
versation from all parts of the room 
can be picked up—thus a person can 
free himself not only of holding the 
telephone receiver, but also can move 
about his office while talking. 

For more information, circle number 
772 on the Reader Service Card. 
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“Systems workshop" aids 


designers in improving forms 
Thomas G. Dolan 


Mercury Printing Company 
New York 13, New York 


R ; 
We set up a workshop and design 
studio to accommodate designers of 








may 1954 


business forms and other printed mat- 
ter. In this workshop, all the reproduc- 
tion aids that can enable a systems 
man to test his theories on forms and 
methods have been assembled. 

In addition to complete drafting fa- 
cilities, there are four duplicating ma- 
chines: a multilith machine, a spirit 
duplicator, a whiteprinter and a photo- 





copy machine. A printed test sheet of 
an idea for a business form is available 
in minutes, thereby eliminating the de- 
lay of getting a test proof from the 
printer. 

The workshop is available for use of 
management men without cost or ob- 
ligation. The workshop is a concrete 
expression of our belief that a forms 
designer can operate most effectively 
when his ideas can be immediately 
tried out without interference or sales 
pressure, where every possible mechani- 
cal aid is at his disposal. 
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Firm sets up retail store 
to sell its surplus material 


Like many other manufacturers, the 
Minneapolis-Honeywell Regulator 
Company previously stored its surplus 
Now, 
such items are shipped off to the com- 


items in valuable plant space. 


pany’s “Surplus Store,” which does a 
$60,000 with 
manufacturers and the general public. 

The idea for the retail outlet origi- 
nated with the firm’s storekeeper at the 


annual business small 
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Mar 


**“Mail’s not sorted yet”’ 
is the all too frequent complaint 
in many an Office. 


With the Wilson Jones Marvel Mail Opener, 


no one wastes time waiting for the mail. 















Everybody gets the mail earlier . . . opened and * Opens all envelopes 
ready for immediate attention. up to 12 inches long 
The Marvel is so easy to use, costly clerical help * Eliminates sorting to size 
spend only a fraction of the time required to sort * Light, positive, finger-tip 


and open envelopes by hand. It’s completely 


safe too... ends danger of torn enclosures 
or ripped checks. 


Ask your local stationer to show you the 


Marvel... or mail coupon for complete details. 
oOUcrs 
ry O.\ 
Gon 10 
WILSON JONES COMPANY 


209 South Jefferson Street 


{ 
1 
! 
1 
\ 
1 
1 
! 
| 
1 
1 
Chicago 6, Illinois : 
: 


WILSON JONES COMPANY 

209 S. Jefferson Street, Dept. M, Chicago 6, Illinois 
Please send me the free Marvel Folder, also the name of my 
nearest Marvel Dealer. 

Name 


Company Name 


Street 


action . . . automatic recoil 
*® Lightweight aluminum case, 

all working parts of hardened 

plated steel for long life 














City Zone —— State 


(Circle 760 for more information) 





main plant. 
more than a box of odd items marked 
“For Sale” and stuck in a corner. Then 


At first, it was nothing 


a display case was set up at an em- 
ployee entrance. This venture proved 
successful and finally developed into 
the downtown store. 

The store stocks approximately 5,000 
items. Unusual products like zinc 
wheels used in thermostats were pur- 
chased by a customer who manufac- 
tured toy wagons. Heavy scrap plastic 
material has been used to make serv- 
ing trays and even “Sweepings’’—an as- 
sortment of rivets and bolts 
from the floors around production ma- 


screws, 


chinery—proved to be marketable. 

At present, some 250 small manufac- 
turers and businesses are being regu- 
larly supplied with “scrap” items by 
the store. 
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Traveling auditorium brings 
sales ideas to 25,000 dealers 


To reach 25,000 dealers, in all parts 
of the country, with a dynamic presen- 
tation of new merchandising ideas, the 
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Is her time worth 
twenty cents an hour? 


Silly question, isn’t it? 





Retyping two pages of solid text, with time 
for erasures and proofreading, can easily take an 
hour... But a Bambino in a few minutes will : 
make as many copies (all clear and legible) as i 
the typist—for about twenty cents! H 

The Bambino is the new small Ozalid® office i 
machine that copies anything typed, printed, i 
written, or drawn on translucent paper up tonine |. 
inches wide, any length, for less than two cents 
a copy—and in less than a minute. Makes up 
to 200 copies an hour! 


REPRODUCTION is instant, on coated Ozalid 
papers, without inks, plates, stencils, carbons. 
Delivers dry copies, ready for use. Electrically 
operated, can be used by anybody. And H 
economically priced at $410. Hl 

The Bambino has scores of uses in any 






office, making extra copies not only of 
letters but statements, forms, invoices, 
specifications, file records—speeding 
work, saving time, cutting costs. 

Call the nearest Ozalid distributor 
(see phone book) for a demonstration. 
Or write for free brochure to 


51 Ozaway, Johnson City, N.Y. 
OZALID—A Division of General Aniline & 


Film Corporation... From Research to Reality. 
In Canada, Hughes Owens Company, Ltd., Montreal. 


copying machine for the office 


(Circle 763 for more information) 
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Armstrong Cork Company conceived 
a ‘Merchandising Motorcade’” com- 
posed of two giant tractor trailers. The 
two trailers are parked side by side and 
expand to become an auditorium on 
wheels. They form a room with 1,000 
square feet of floor space and a seating 
capacity of 100 persons. The audi- 
torium has a projection booth, screen, 
sound system and carries its own power 
generators. It is fully heated and air 
conditioned. 

A series of films outline suggestions 
for dealer sales and promotion meth- 
ods. Actual model floor covering dis- 
plays line the sides of the auditorium. 
The displays show dealer point-of-pur- 


nas ROSIN 
MeloTORCADE 





chase exhibits and demonstrations de- 
signed to attract’ prospects and to 
effect sales. 

A three-hour sales meeting will be 
conducted by the District Manager in 
each of the 144 cities that will be 
reached by the motorcade. Aside from 
speakers who will travel with the pres- 
entation, the motorcade is staffed by 
two drivers and two projectionists. 
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Company finds mimeograph- 
ing expedient for short runs 


Most companies would never think 
of making stencils and duplicating let- 
ters or memos not used in great num- 
bers. RCA Victor in Camden, New 


Jersey, has found this process ex- 
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OLD STYLE FOLDERS 














SLOMA/S 
‘ 
NEW STYLE PENDAFLEX FOLDERS 


Oxford HANG! 
PENDAFLEX 


HANGING FOLDERS 


Faster, easier piling guaranteed 
Send for FREE CATALOG 
OXFORD FILING SUPPLY COMPANY, Inc. 
18 Clinton Road Garden City, N. Y. 














Please send free Pendaflex catalog to 


Name 


Address 


City 





(Circle 740 for more information) 
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PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 
dressing, also chances for Errors. 


Paycheck “Outlook” Envelopes are abso- 
lutely opaque. Essential 
when wages are paid by 
check. Nothing shows but 
the employee’s name. This 
improves personnel rela- 
tions. 

Send for Samples 

and Prices Today 


Ly 2 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 


1001 W. Washington Blvd., Chicago 7, Illinois 


(Circle 739 for more information) 
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pedient both time-wise and cost-wise. 


Through a careful time study, they 
found that whenever six or more copies 
are needed, it is to their advantage to 
make a stencil on their automatic sten- 
cil makers and then run off copies on 
their mimeograph. It has been found 
that by using the electronic stencil 
maker, a stencil can be produced in 
just one minute of personnel time. 

The materials generally copied in 
this manner are letters, invoices, extra 
copies of forms that have been typed- 
in and accounting work sheets where 
carbons are not desirable. 

When less than six copies are re 
quired, the machine can be adjusted to 
make single positive copies at the rate 
of three minutes per copy. RCA uses 
four machines and presently finds them 
all in use throughout the day. 

For more information, circle numbe) 
799 on the Reader Service Card. 
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Company inaugurates 
"sales meeting by mail" 


John K. Northway 
Sales Promotion Mgr. 
F. Jacobson & Sons 
New York, New York 








When conditions prevented us from 
calling in our fifty-odd salesmen for an 
annual sales meeting, we devised a 
method of informing our salesmen ol 
promotion and advertising plans, fon 
Jayson and Excello Shirts, by mail. 

We sent each man a leatherette port- 
folio, embossed with his name, con- 
taining an accordion file with sections 
for each class of pertinent information. 
We included full coverage of magazine 
ads, display material, mailing pieces, 
newspaper mats and suggested pub- 
licity stories for local stores. An instruc 
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RISING PAPER COMPANY * HOUSATONIC, MASSACHUSETTS 
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How to keep cool when the heats on 


Sizzling delivery demands can make things hot for a 
company that has to sweat out production delays. 

One firm that stoked up its firing line without getting 
burned is the Eclipse Fuel Engineering Co. of Rockford, 
Ill. Eclipse is one of the largest manufacturers of gas, oil, 
and oil-gas burners for industrial heat processing. 

To produce 2,300 end products, Eclipse carries an inven- 
tory of 15,000 parts, 2,000 castings and 2,000 sub- 
assemblies. Quarterly sales forecasts determine how many 
parts to manufacture or buy for fast delivery service. 
Because many end products and sub-assemblies employ 
the same parts, Eclipse has a complicated inventory 
problem. To “explode” its end products and sub-assem- 
blies into parts, the company uses a “master deck” of 
McBee Keysort cards — one card for each part of any 
given product. 


MM 5-54! 


MAIL THIS COUPON TODAY 
The McBee Company * 295 Madison Ave., New York 17,N.Y. 


We’re interested in knowing how KEYSORT can improve 
MATERIAL COSTING PAYROLL AND 





our AND INVENTORY CONTROL LABOR COSTING 
ORDER PRODUCTION a 
ANALYSIS CONTROL Sa 
aie eae le en 
ADDRESS a. tit’... _ 
a eT 
ON se a, NO. OF EMPLOYEES 


To find out the quantities of parts needed, Eclipse inter- 
sorts the master decks to part number sequence. 

With the positive data obtained through modern, low- 
cost Keysort cards and machines, Eclipse has cut the 
dollar value of its inventory by 11%. Obsolete parts are 
being eliminated. Normal delivery time on regular pro- 
duction items has been cut from 2 or 3 weeks to 3 or 4 
days (and much less in an emergency). This, on the same 
relative volume of business. 

Ask the trained McBee representative near you for a frank 
opinion of McBee’s value to your inventory problem. Or 
mail the coupon below. 


THE McBEE COMPANY 


Sole Manufacturer of Keysort—The Marginally Punched Card 
Ty 295 Madison Avenue, New York 17, N. Y. 

Offices in principal cities. The McBee Company, Ltd., 
11 Bermondsey Road, Toronto 13, Ontario. 
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You can win this fine 
Nido woson 


self-winding, waterproof watch 
valued at $9950 
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tion sheet explained to the salesmen 
how they could use the folio to em- 
phasize and co-ordinate the national 
advertising at the same time that they 
were showing the line to a customer. 

To make sure that every facet of the 
program registered with the sales force, 
we sent out questionnaires on the mate- 
rial and offered a prize to be drawn 
from among those who sent in the cor- 
rect answers. 

The response to the whole program 
has been so enthusiastic that we feel 
that we've accomplished at least as 
much as would have been accomplished 
at a regular sales meeting, at consider- 
ably less expense. 
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Dictating machine records 
sales and personnel interviews 


Edmond W. McNamara 
Procedures & Systems Analyst 
The Bassick Company 
Bridgeport, Connecticut 


The methods man or the office man- 
ager very often interviews office equip- 
ment salesmen, asking various ques- 
tions about the machine’s features and 
capabilities. Frequently he makes notes 
on the descriptive literature given him 
by the salesman, but these notes don’t 
make too sense later 
when he may want to make a purchase, 


much months 


We have several dictating machines 
in our office. We recently experimented 
quite satisfactorily with a 


plug-in 


methods 


microphone for capturing the contents 
of such interviews and we found that 
the entire conversation of the inter- 
view could be readily recorded and 
filed along with the literature. Any- 
time that the office manager wants to 
refresh his memory or when he wants 
to explain the potential of the equip- 
ment, he plays back the recording. 
All significant points are covered and 
they are presented in the trained sales 
words of the sales representative. 
Another good application of this 
technique is in interviewing people for 
jobs. The Personnel Department re- 
cords the interview with the prospec- 


tive employee and sends the recording” 


to the supervisor, giving him the bene- 
fit of a preliminary interview before 


meeting the applicant. 


Cs = 
SADVERTISING \ Regt Starter 


Survey shows reasons and 
trends in agency selection 


The selection of the right advertis- 
ing agency in making a change can 
help avoid costly interruptions of a 
company’s promotional activities — 
something no firm can afford in today’s 
highly competitive market. 

To find out what factors weigh most 
heavily in the selection of an advertis- 
ing agency, as well as in the decision 
to change agencies, the Sales Executives 
Club of New York conducted a special 
study of the experiences of 101 firms 
representing a cross-section of typical 
New York advertisers. 

Che firms studied included 68 man- 
ufacturers, 14 wholesale and retail es- 
tablishments, 8 printers and publish- 
ers, 6 public utility and service 
companies and 5 in the finance and 
insurance fields. Their annual ad- 
vertising budgets range from fifty 
thousand to many millions of dollars. 

The study showed that 11.1% found 
it necessary to change their advertising 
agencies in 1953, 34.39%, during the last 
three years, 66.99% in the past ten 
years and 82.9% in the last twenty 
vears. Only 10.1°% maintained the 
same agency throughout this period. 
In addition to their most recent 
change, 58.7' 


> of these companies 


made from one to as many as five 


may 1954 
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ADDING MACHINE 





¢ 


Styled to grace the most modern 
office .'. . designed to give the utmost 
in operating ease . . . built to provide 
the unfailing dependability that's a 
hallmark of Burroughs products. It’s 
today's smartest, newest adding-sub- 
tracting machine—today’s best add- 
ing machine buy! Available in 8- and 
10-column capacities, with or without 
credit balance feature. Electric oper- 
ation, of course. See this great new 
Burroughs! Try it now! The yellow 
pages of your telephone directory 
list your nearest Burroughs dealer or 
branch office. Burroughs Corporation, 
Detroit 32, Michigan. 


WHEREVER THERE'S BUSINESS THERE'S 


Burroughs 


information) 
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ww amu BEST PLACE TO WORK AWARDS «=». 











for outstanding examples of office layout and planning. 








Ist award—$500.00 

BEST INTEGRATED GENERAL OFFICES now occupied by a firm with fewer 
than 500 office employees. 

Special award—$100.00 

BEST EXECUTIVE OFFICE OR SUITE for one man or for a group of executives 
whose offices are adjacent to one another. Any size firm. 

Special award—$100.00 

BEST CLERICAL WORK CENTER. May be a single department or the entire cleri- 
cal operation in a firm of any size. 

Special award—$100.00 

BEST EMPLOYEE LUNCH/LOUNGE AREA in a firm of any size. Entry may be 
of separate lunchroom, lounge, cafeteria, coffee bar, or a combination of any 
of these areas. 

Special award—$100.00 

BEST BOARD OR CONFERENCE ROOM in a firm of any size. Area may be for 
large groups or small conferences, or a combination of the two. 

Special award—$100.00 

BEST RECEPTION ROOM in a firm of any size. Area may be for multiple use or 
reception only. 

Special award—$100.00 

BEST “SPECIAL SITUATION” SOLUTION in a firm of any size, which shows a 
practical solution to an unusual problem in design or layout. 

10 HONORABLE MENTIONS 

HONORABLE MENTION AWARDS will be made in any of the above categories 

at the Judges’ discretion. 


THE JUDGES 


Judges for the Awards have been named on a basis of the four criteria to be consid- 
ered in selection: architectural components, design and layout, workability, and human 
relations considerations. The Judges are: 


LATHROP DOUGLASS, architect; GORDON LIPPINCOTT, designer, Lippincott and 


Margulies, Inc.; JACK HASLETT, Director of Systems and Procedures, Shell Oil Company; 
and GEORGE WILGUS, Manager of Personnel, Mutual Life Insurance Company of N. Y. 





What makes your firm a “Best place to work”? Who can enter 

These Awards aren’t concerned with merely The Awards are open to companies of any 
“beautiful” offices. But they are designed to size. Entries may be submitted by a company, 
demonstrate how well-planned, properly inte- architect or an office designer. The cash awards 
grated offices improve employee productivity and scrolls will go to the winning architects 
and morale. or designers. Scrolls suitable for framing will 

If your company has done an outstanding also be presented to the award-winning com- 
job in any of the categories listed above, panies. More than one entry can be submitted. 
here’s a chance to win recognition and—at the In addition, all entries will be automatically 
same time—gain favorable employee, public reviewed by the judges for possible consider- 
and stockholder publicity. Winning entries will ation in categories other than the one spe- 
be published in Management METHODS or cifically selected by the entrant. 
THE INTEGRATED OFFICE. 


It’s easy to enter 


Elaborate entries or costly photographs are 
not necessary. Just have the pertinent person 
in your firm—or your architect or designer— 
fill in the official entry blank and clip to it a 
few photographs, snapshots or sketches. That’s 
all! Contest closes June 21. All entries must 
be on the official Management METHODS en- 
try blank. You can get an entry blank by 
circling No. 800 on the Reader Service Card 
bound in this issue. 







for ENTRY BLANK and rules 
please circle No. 800 on _ postage-paid 
Reader Service Card bound in this issue 





CONTEST EDITOR 
Management Magazines, Inc. 
141 East 44th Street, New York 17, New York 


AWARD ENTRIES CLOSE JUNE 21, 1954 


(Circle 800 for more information) 






























previous changes in’ their agencies. 

Based upon their experiences the 
participants suggest that special con- 
sideration be given to the following im- 
portant factors in choosing an adver- 
tising agency: 

1. The experience and quality of 

the agency’s top personnel. 

2. The ability of the agency per- 

sonnel to work harmoniously with 

the company’s sales and advertising 
department staffs. 

3. Their capacity to originate and 

carry out new ideas. 

4. The agency’s successful experi- 

ence in the advertiser’s field. 

5. Their ability to appraise the re- 

sults of their work fearlessly and 

honestly. 

6. The stability of the agency’s past 

and present accounts. 

7. The proper size agency to give the 

account the right type of attention. 

Dissatisfaction with their agency’s in- 
ability to fulfill these requirements 
caused the majority (72.2%) of changes 
in agencies. Only 17.7% of the par- 
ticipants indicate they were influenced 
by the offerings of competing agencies 
and 10.1% say the change resulted 
from a combination of both factors. 

The President, Vice President, Ad- 
vertising Manager and Sales Manager 
played the major roles in initiating the 
change and in_ selecting the new 
agencies. The majority (78.6°%) inter- 
viewed from one to four agencies be- 
fore making the final choice. The three 
principal reasons for considering these 
agencies were caliber of top agency per- 
sonnel, experience in their field and 
the quality and quantity of the services 
they offered. 

Present agencies were rated as “Ex- 
cellent” (better than was expected) or 
“Good” (satisfactory but not outstand- 
ing) by 90.6% and 9.4% as “Fair” (not 
as good as expected). None felt that 
their last choice was “Poor” (unsatis- 
factory, disappointing). Lack of cre- 
ative ideas and insufficient interest to 
learn more about their product were 
the principal criticisms of the few com- 
panies that complained about their 
present agencies. 

The present 159% agency commission 
arrangement is satisfactory to 75.2%, 
18.59% question certain features, while 
6.3%, find it unsatisfactory. m/m 
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THE MANAGEMENT METHODS 


work 
center 


ee 


men and machines 
dowt work in a vacuum. 
Though you may saturate 
your Work Stations with 
skilled workers and 
modern tools, they can pro- 
duce efficiently only when 


‘community factors like 


traffic control, and ade- 
quate lighting, and proper 
communications —and 
even creature comforts— 


are properly integrated.” 


“intepratcd office 


may 1954 


Building designed 





for modular furnishings 


ESSO STANDARD OIL OFFICES ACCOMMODATE FLEXIBLE PARTITIONS AND MODULAR DESK UNITS 


Ms (he economies and 
advantages of module furnishings for 
office space were so convincing to Esso 
Standard Oil, that when it came to 
building their new administrative 
building in Bayway, New Jersey, they 
commissioned architect Lathrop 
Douglass to design the building spe- 
cifically for module units. It is the first 
commercial building of its size known 


LEFT: Model facilitated planning for flexible layout. 
divides offices, while frosted glass divides departments. 











to be designed tor this feature. 

The building contains 100,000 
square feet of space and utilizes stand- 
ard movable office partitions. ‘These 
partitions create “private” offices with 
a high degree of flexibility in approxi- 
mately half the floor space required by 
ordinary fixed-wall construction. 

The key features of the structure, 
which has a minimum of permanent 


interior walls, are the large, open areas 
specifically planned by the architect for 
housing the modular furniture. This 
floor space is uninterrupted by struc- 
tural columns and presents smooth, un- 
broken wall areas. Even the windows 
have been raised so as not to obstruct 
the completely flexible partitioning. 
Telephone and electrical wiring run 
beneath the flooring with convenient 


UPPER RIGHT: Overhead view shows partitioning of open area into ‘private’ offices. Clear glass 


LOWER RIGHT: At eye level, offices appear more spacious in their true perspective. 
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AUTOMATIC ELECTRIC COMPANY “a A GREAT NAME IN COMMUNICATIONS modular furnishings continued 








you can be 
two places 
af once — 


with PAX 
























Conference room features folding partitions that can divide it into smaller rooms. 





outlets evenly spaced throughout the “private” ofhice. If less privacy is ade 
floor area. The partitioning can be had quate for the work performed, L- 
internally wired for electrical outlets shaped desk-table arrangements, with 
so that, by connecting them to the attached six-foot high partitions, can 
main electrical line in the floor, the re be arranged in zig-zag patterns. 
quired outlets are immediately avail- All desks, tables and partitions are 
able. Telephone connections are made interchangeable. They can be knocked 
by attaching the phone to the outlet down and re-assembled in a variety of 
in the floor under the desk. combinations by workmen without spe- 
The furniture consists of a series ol cial training or tools. Thus the ar- 
desk and table combinations to which rangement of an entire floor can be 
A P-A-X Business Telephone System will take partitions may be attached to form a completely changed overnight. m/m 


you anywhere in your organization—give you 
company-wide control over operations — while you 
remain at your desk. 


WINDOWLESS OFFICE BUILDING 


And equally important, P-A-X is an economi- ; ‘ : : 
keeps out industrial dirt and noise 


cal way to bring this advantage to all key men 
in your organization. Many executives and super- 
visors use P-A-X dozens of times daily —releasing 

. more time for management responsibilities. They 
FOR EXECUTIVE find it multiplies their effectiveness— keeps busi- 
in. Sepang ness humming along smoothly, with less walking, 
ee tne less fatigue, less delay and confusion for everyone. 
which gives two-way 





mes Faced with the prob- i 
lem of creating clean, quiet office space henensneme ements e 
5 1 





in the heart of industrial Pittsburgh, 
Architect K. R. Crumpton has come 
up with a most ingenious solution by 





loudspeaker conversa- Today, P-A-X is working for thousands of remodeling two old buildings. An in- 
tion at the flick of a companies of every type and size. Consider this terior courtyard was utilized, a new 
switch, can be supplied ' 2 
with any P-A-X. Illus- cost-saving telephone system in your immediate floor was added to one building and 
= ee oe plans. Call or write our distributor: Automatic the entire structure was sheathed in 
ques ~ 4 ‘ © ae 2 . P ns 
Electric Sales Corporation, 1033 West Van Buren easily maintained stainless stect. 
Street, Chicago 7, Illinois. Offices in principal cities. By doing away with the windows, 
the two major problems of industrial | 
. se . oe a er se 
- business noise and Reged yen were solved. 
The complete air conditioning job as- 
= ws telephone I : J | 
sures a steady temperature and an ade- 
systems hoes. 





quate supply of fresh air, while the 


Vinal Peanut > ELECTRIC | steel sheathing cuts out neighborhood Wud Tee Ge ekec chsiles a7 wok | 
Y industrial noise. they'll need umbrellas before going outside. | 


® (next page, please) 
' 
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Since all offices in the building be- 
came “inside” offices, it was necessary 
to create the psychological effect of day- 
light within the structure. This was 
achieved by a carefully conceived color 
plan involving many variations on a 
basic theme of pale yellow, green and 
tan. Tinted fluorescent light fixtures 
throughout the building simulate ac- 





uum Air conditioning con- 
sultants report many cases in which the 
usual ventilators have been found im- 
practical. In some cases, the ventilators 
have been unsightly obstructions to 
partitioning and there have been oc- 
casional complaints about improper 
diffusion of the cool air, causing drafts. 


may 1954 








ABOVE: Steel sheath envelopes old buildings, 
giving a completely new look. LEFT: Conference 
room shows how lighting fixtures are used in 
simulating skylights. 


tual skylights in many areas. An 
emergency power plant provides light- 
ing power in case of a breakdown of 
regular power service. 

The designer has so convincingly 
brought a bright day inside that it 
became necessary to install a weather 
indicator on each floor, so that the per- 
sonnel would not always expect the 
same sunny day outside. 

The basic feeling of the interior is 
that of a free, open area. The company 
feels that all the decorative elements 
have been integrated so effectively that 
any possible ‘‘closed-in” feeling is 
avoided. m/m 


INVISIBLE AIR CONDITIONING 


operates without exposed vents 


Hibbard, Spencer, Bartlett & Com- 
pany, hardware wholesalers in Evan- 
ston, Illinois, sought out a product that 
solved many of these difficulties for 
their offices. They found an air dif- 
fusion ceiling panel that can serve for 
heating, ventilating and air condition- 
ing, in all cases distributing the air 


Engineering 





“NAUGHTY BOSS! 
—to sneak off with $248,501 





) SAFEGUARD FILING SYSTEM 
will make an ‘honest’ man of you 


“You know you DID amble off 
with a $248,321 customer con- 
tract — ‘just for reference!’ — 
while the office went crazy 
searching from sub-basement to 
roof. We finally found the con- 
tract in your ‘Hold’ tray—with 
three guys in sanitariums and 
the office in turmoil.” 


THAT COULD NEVER HAPPEN with 
G/W Safeguard Filing System! 
—as innumerable businesses 
know. Because the Safeguard 
system, with its efficient “charge 
out” procedure, doesn’t let any- 
one amble off with $248,321 
worth of documents. 


G/W Safeguard is exceptional 
—in these ways: 


1. Simplest indexing ever devised—for 
easy filing, quick finding. 


2. Positive control of cabinet capacity— 
guide capacity—and cross reference. Every- 
thing is get-at-able! 


3. Anyone can understand and operate the 
Safeguard Filing System—even greenies 
in the filing department. 
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4. Fits any business system 
from 1-drawer file to a zillion cabinets. 


5. Same system for cards—documents— 
or, what have you? 


6. Exclusive G/W Tri-Guard Suspension 
filing for superspeed—as desired. 


7. Safeguard System prevents file raids 
by unauthorized persons. 


8. Premium filing service—strictly ordi- 
nary costs. 


Prominent businesses across the country request G/W Filing Surveys 
—by professional systems consultants. Safeguard installed, supervisors 


trained if necessary. 


Your G/W Dealer is easily found, listed in your classified phone book 
under “Office Equipment.” Or request detailed information on your 
letterhead, addressed to Dept. 4M. 





Office Equipment, Systems 
and Visible Records 








Cincinnati 12, Oiiio 


(Circle 724 for more information) 
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Art Metal Speed-File drawers 
ave full height, with eutd 
rods, They use standard-size 
index guides, permittin 

direct transfer of contents 


from ordinary files. 


... Cuts down needless office delays 


The simplicity of single-action operation introduced by Art Art Metal’s 66 years of file improvement service will pay 
Metal in the Speed-File effects savings you can multiply at you further dividends in reduced floor space requirements... 
every desk where papers are needed for reference. actually a 40°; saving when you use 5-drawer Speed-Files in 
World's fastest files to use, Speed-Files save a full third of place of conventional 4-drawer files. 

filing labor through Art Metal’s ingenious drawer construc- Why not let Art Metal equipment and experience in office 
tion and indexing. Papers arrive faster where they are wanted. planning help you achieve maximum efficiency in office 
Misfiling, which leads to costly delays, is minimized. Work paper handling ? Your local Art Metal dealer is listed in the 
gets done throughout the office with less fuss, less delay, Yellow Section under Office Equipment. Or write Art Metal 
more speed. Construction Co., Jamestown, 4, N. Y. 









For 66 years 
the hallmark 
of the finest 
in office 


ASK FOR these helpful Art Metal aids 
in developing increased office efficiency ... 
(_] Simplified File Analysis 

equipment 


(J Faster Filing and Finding with Speed-Files and systems. 





Oa. 


4 General Office and Executive Desks e Correct-Seating Aluminum Office Chairs e Filing Equipment e Wabash Filing Supplies e Postindex Visible Index Cabinets and Systems 


i (Circle, 704 for more information) 


40 





evenly and always at low velocity. 
When installed in an acoustical ceil- 
ing, the air diffuser is completely in- 


visible, for it is covered with the same 
perforated metal (with acoustical pad 





removed) as the rest of the ceiling. It 
permits complete freedom in locating 
and relocating partitions. In fact, a 
partition can actually bisect one ol 
these panels without disturbing the an 
flow pattern. 

The panel can be adapted for use in 
ceilings other than the acoustical pei 





forated metal and in these cases, it be 
comes a flush inset, still maintaining an 
unbroken surface on the ceiling. 

For detailed information, circle num- 


re 


ber 790 on the Reader Service Card. 


Louvered troffers 
stop glare, distri- 
bute light evenly 





A new louvered troffer which spreads 
the light evenly, avoids glare and does 
not impair the efficiency of the fixture 
has been developed. 

Since the advent of “built-in” fluores- 
cent lighting there has been a problem 


methods 
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of glare control in fixtures that run the 





ity. 

eil length of a room. This is particularly 

in- true in cases where the worker sees the 

nk fixture lengthwise. There have been 

yad many troffers on the market that serve 

only to break up the light source. ‘They 

have simple horizontal dividers that 

run across the tubes and thereby cut 

some of the glare. Unfortunately they 

also cut out some of the light and de- 

crease the efficiency of the fixture. 

The tabulating room of the Ingersoll 

Milling Machine Company, in Rock- 
It 
ine 
a 
ol 
i 
in 
C1 


lord, Illinois, shows the results that can 
be gotten with louvered tro‘lers. Light- 
ing is at the level of 100 foot-candles. It 
is evenly distributed and glare-free. 





The louver principle is simple. It 
means, in effect, that each tiny surface 
on the troffer directs light down from 
the fixture. Therefore, the light that is 
lost by blocking the glare is regained = | 
by the reflective powers of the troffer. 

For more information, circle number 





778 on the Reader Service Card. 





be 
al 
oe Plastic spray 
protects columns 
from dirt exclusive figuring *automation makes MONROE 
- the world’s finest fully automatic calculator! 
f The versatility of sprayed-on vinyl! 
*I- , f ined os ; 5 r ; ? ; 
plastics, as a protective covering, Was The Monro-Matic is the fully automatic calculator in which the machine receives the problem and never 
¥ displayed when 39 interior columns in sca Se an bI ; “bn Oa 
phage aes so responsive that anybody simply sets the problem. stops or needs attention in giving its anti 
the U.N. General Assembly Building E pr} P I Cc Nn giving its instantaneous 
ads lobby were recently “plastisprayed.” Then it answers swiftly and automatically, without answer! Monroe Calculating Machine Company, 
joes Since more than three thousand visitors chance of error. That’s Monroe figuring automation Inc., Orange, N. J. Sales and service everywhere. 
ure pass through the building on an ave) 


age day, the necessity of keeping the 


res- columns clean of finger and scuff marks OPERATORS WHO KNOW... PREFER N ROE CALCULATING ADDING. ACCOUNTING MAGHINES 


lem Was important. Sprayed plastic was 
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How XEROGRAPHY (Cots Duplicating Costs 
Y=" JONES: & LAUGHLIN 


| estimates yearly savings of over 


a LefeMerere 
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Speeds paper work duplicating in 15 field locations 


Jones & Laughlin Steel Corporation, world’s fourth largest steel 
maker, uses the xerography process to prepare offset paper masters 


for duplicating thousands of forms needed to carry out the vast 


paperwork requirements of its business. 


With the XeroX-Multilith combination, general forms used at the 
various locations are prepared in the Pittsburgh General Office. 
Forms used only at one location are prepared locally. XeroX® copy- 
ing equipment is used for preparing paper masters and Multilith 


Process Duplicators are used for quantity dupli- 
cation of forms. Jones & Laughlin estimates 
savings of over $100,000 a year compared with 
former methods. 

Anything written, typed, drawn or printed 
can be reproduced with photographic accuracy 
in about 3 minutes onto an offset paper maste? 
for run off of multiple copies on an offset du- 
plicator. Original copy may be enlarged, re- 
duced or reproduced same size by xerography 
in XeroX® Lith-Master* copying equipment. 
Copies can be made from one or both sides of 
original material with the versatile, electro- 
static xerography process. 

For use in diazo type machines, translucent 
intermediates can be made from any original 
subject in the same speedy way. 


SOME USERS IN 
DIFFERENT FIELDS 


AIRCRAFT 
Bell Aircraft Corporation 


BUILDING MATERIALS 
National Gypsum Company 


CHEMICAL 
Ethyl Corporation 


EDUCATION 
University of Rochester 


INSURANCE 
Glens Falls Group 


MANUFACTURING 
Taylor Instrument 
Companies 


RETAIL 
H. L. Green Co., Inc. 


TRANSPORTATION 
Braniff Airways 


*°A trademark of The Haloid Company 


Write for 12-page Jones & Laughlin Report, also “proof of performance" folders 
showing how companies of all kinds are cutting costs and saving time with xerogra- 
phy. For instance: Xerography helps Glens Falls Group maintain up-to-date directory 


of 11,000 agents and saves $10,000 a year. 


THE HALOID COMPANY 
54-100X HALOID STREET © ROCHESTER 3, N.Y. 
Branch Offices in Principal U.S. Cities and Toronto 











| ne be, 
KEROGRAPHY “am 
- The fastest, cheapest, most versatile way to make masters for 
(Circle 726 for more information) 
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used because of good adaptation to the 
shape of the columns, absence of joints, 
exact matching of color and low price. 


If cracks develop in an area covered 





with the plastic spray, they will not 
appear on the surface because of the 
elasticity and tensile strength of the 
plastic skin. 

Unlike a_ paint-spraying operation, 
the plastic spray technique employed 
requires neither drop cloths for protec- 
tion nor respiratory masks for spray 
gun operators. Therefore, during the 
entire operation, the area remained 
open to the public. 

For more information, circle numbei 
793 on the Reader Service Card. 


New products 
for work center 
application 


Combination drafting table serves 
as complete work station 

Draftsmen work with greater efficiency 
and less fatigue at a new type drafting 
table designed to keep all working areas of 
large drawings within comfortable reach. 
The drawing board is covered with a wide 
belt of flexible plastic attached to rollers 
mounted on the top and bottom edges. 
Turning the bottom roller brings a draw- 
ing taped to the belt closer to the front of 
the board so the draftsman can continue to 
work in a comfortable and efficient pos- 
ture. This device provides about twice as 
much usable drafting area as the conven- 
tional drawing table of equal dimensions. 

A reference table, two large drawers for 
instruments and file folders, two book 
shelves and a large shelf for rolled or flat 
drawings are built into the rear of this 
new equipment. The 36” x 60” drafting 
board is adjustable for height and slope 





ADDRESSING 
MACHINES 


offer you the only competition you can find 
in the Addressing Machine industry. 
Consult your yellow telephone book or write 
to The Elliott Addressing Machine Co., 
150B Albany St., Cambridge 39, Mass. 
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Wade Chemical 6. Inc. 


re — 
STEEL SIGNALS 





Dare | Amouny 






NSP 
SYSTEMS 







MAPTACKS 
FOR MAPS AND CHARTS 


2» See your Office Supply Dealer 
peep GEORGE B. GRAFF CO. 

and MAPTACKS 54 Washburn Avenue 
Keep BUSINESS Under Conte! Cambridge 40, Massachusetts 
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is your office wasting 


$21,000? 


Improper pencil sharpener 
placement can cost 


your company $21,000 a year! 


Fantastic! no, just plain facts. 


APSCO will show you how 
your pencil sharpeners can 
mean the difference 


between waste and efficiency. 


Wnite for your copy of 
“THE MYSTERY OF THE 
HIDDEN COSTS.” 


_APSCO PRODUCTS INC. 
DEPT. M-5 

336 NO. FOOTHILL ROAD 
BEVERLY HILLS. CALIF. 


Yes, I'm interested in reducing 
office overhead. Please send me 
your free booklet. 


NAME... 


(Attach coupon te your letterhead or 
business card and mail today!) 
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and adaptable for drafting machine, paral- 


lel line attachment or ‘T-square. The refer- 
ence table slides out on cantilevered sup- 
ports at regulation desk level. Drawers 
and other moving parts, such as the instru- 
ment tray set near the draftsman’s left 
hand, are mounted on ball bearings. 

For more information, write The Tecni 
bord Company, 85 South Street, Boston, 
Massachusetts; or circle number 792 on the 
Reader Service Card. 


Automatic safety lamp 
lights when power fails 


Power failure can mean lost goods, 
damaged machines and endangered lives. 
An automatic safety light has been de- 
signed that will take over instantly when 
normal lighting is interrupted. 

Each emergency lighting unit  inde- 
pendently furnishes light, even though 
other emergency lighting sources are dam- 
aged. Each location is individually pro- 
tected because every lamp is a separate 
system. When normal power is restored, 
the relay automatically turns off the flood- 
light and turns on the charger that re- 
stores and maintains the battery at full 
charge capacity. Special attachments can 
be used to connect as many as three safety 
lights to each battery. 

For more information, write the Electric 
Storage Battery Company, 42 S. Fifteenth 
Street, Philadelphia 2, Pa.; or circle num- 


ber 782 on the Reader Service Card. 


No water supply needed 
for console air conditioner 


Heavy commercial demands and unprece- 
dented success with smaller-sized, air-cooled 
residential air conditioners prompted the 
introduction of the industry’s first five- 
horsep wor, air-cooled air conditioner. 

Demand for the large air-cooled unit 
stems principally from areas where wate? 
supplies are inadequate or too costly, or 
sewer taxes add appreciably to the cost of 
air conditioning. Lower maintenance costs, 
plus fear of future water restrictions, are 





Better because this Pitney-Bowes Mailing 
Scale has an automatic pendulum mechanism 
that’s fast-acting, yet extremely accurate, 
absolutely reliable—won’t waste postage by 
overweighing, or embarrass you by sending 
letters out with insufficient postage. 

Better because its hairline indicator never 
wavers, shows the exact weight. The wide-spaced 
markings are easy to read, save time and 
postage in mailing... Also available, special 
models for parcel post. Ask the nearest 
PB office to show you. Or send for free 
illustrated booklet. 










FREE: Handy wall chart of Postal Rates 
with parcel post map and zone finder. 


= PITNEY-BOWES 
4) Mailing Scales“ 


PITNEY-BOWES, INC. 
4585 PacificSt., Stamford, Conn, 


Originators of the postage meter 
... Offices in 93 cities 


© 


(Circle 744 for more, information) 











VARI-TYPER 


the modern, economical way to ‘set’ 


PRINTER’S STYLE TYPE 


There’s a Vari-Typer model 
to meet every printing and 
mimeographing need....from 
a mimeographed flyer to a 
complete catalogue, book- 
let, or complicated business 
forms. Hundreds of instant- 
ly changeable printer-style 


+¥ for offset, litho-plate 
2 . | mimeograph 


type faces plus automati- 
cally evened left and right 
margins make your printing 
and mimeographing look like 
printer-set jobs. Your own 
office typist operates Vari- 
Typer with ease...right at 
her own office desk! 


Body copy produced on the 
Composomatic Model. Heads 
set on the Coxbeadliner. 


c------ 


RALPH C. COXHEAD CORP. 
720 Frelinghuysen Avenue 
Nework 5, New Jersey 
| Please send Vari-Typer Booklet a 
| PA ADME on accncasrscndbrhnpettalbecidéacsanee | 
COMMANY. cckiccssncnesciommectnbhisienan 
i BCR BG oo a5 00 sceddgh TO sukercsiceentnceen | 
CITY wcccccccccccese ZONE...STATE.... 


SR OE 


(Circle 714 for more information) 
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causing users to select air-cooled equip- 


ment. 


wired and built-in at the factory. 


For more information, write the 


Free samples of plastic- 
back fabric wall covering 


and basketweave cloths with an easy-to 


Condenser blowers may be rotated 90 
for air discharge through either the side o1 


top of the unit. All necessary controls are 


temp Division, Chrysler Corporation, 1600 
Webster Avenue, Dayton 1, Ohio: or circle 


number 787 on the Reader Service Card. 


A new line of textile wall coverings com 


bine the attractive textures of woven burlap 


handle flexible backing. The coverings are 
lighter in weight than other wall fabrics 
of this type, making them as easy to apply 
to the wall as conventional wallpapers. Be- 
cause of the plastic materials it contains, 
the backing is also extremely crack-resistant. 
Dimensional stability is another quality of 
the wall coverings, assuring against shrink- 
age at the seams. 

In addition to burlap and _ basketweave, 
the new line includes a cypress slat—actual 
narrow wood slats backed with strong 
cotton fabric. This unique wall decoration 


can be waxed, stained or painted. It cuts 


without splintering and is hung in the same 
way as wallpaper. 

For a miniature book of actual samples 
and more information, write to Fab Fash- 
ions, Inc., 38-49 Ninth Street, Long Island 
City 1, New York; or circle number 786 on 
the Reader Service Card. 


Miniature geiger counter for 
safety and civil defense 


Designed as a civil defense aid for the 
plant or office, the smallest and lowest 
cost geiger counter, hardly larger than 
a king-size package of cigarettes, is now 
available. Extremely accurate and highly 





MODERN 


BUT NOT EXTREME... 


a new group of 
fine office chairs 
by JASPER CHAIR COMPANY 





853 


Conservatively modern in styling, with real old- 
fashioned comfort and built to last by Jasper Chair 
Company craftsmen—these chairs can make your 
office the most comfortable and attractive in town. 
See the 850 Group—including a matching arm 
chair—at your dealers now. 


Attach this coupon to your letterhead for a catalog 
of Jasper Chair Company’s complete line. 





Jasper Chair Co., Dept. 22, Jasper, Indiana 
Please send catalog and name of nearest dealer. 


NAME 





STREET. 





CITY ZONE STATE 











(Circle 762 for more information) 








NOW... SHIPPING PAPERWORK 


SIMPLIFIED TO CUT COSTS 






we 


. 
New WEBER TAB-ON STENCIL is typed with forms, 


then used to address labels, tags, and direct-to-containers 


Before your product can be shipped, 
paperwork must be made out and con- 
tainers addressed. Here’s a system 
that will help you do both in less 
time, with less labor. 

Typist sticks Tab-On Stencil to bill- 
of-lading or invoice form over the 
“Ship To” area. In one typing the 
forms and stencil are prepared with 
the ship-to address. Then the Tab- 
On Stencil is sent with the shipping 
copy to the shipping department 
where it is clipped over the pad of 





an RJ-1 Hand Printer. After oper- 
ator addresses the necessary labels, 
tags, or containers at the rate of 40 
to 50 per minute, he destroys the 
stencil. Final result: typing time 
saved, shipping errors eliminated, 
costs cut. 


FINEST HAND PRINTER IN USE TODAY-WEBER R3J-? 


Fast, clean. Reservoir holds 
enough ink for 7,500-10,000 
prints. Can be supplied with one 
or two counters for count control. 























en eee —— - - «= meee rr 
another 1 MAIL FOR FOLDER ON TAB-ON SYSTEM & RJ-1 HAND PRINTER ! 
ss 2 ' 7 ; _— 
Web er Individual ares as 
\ Title Laaee eh — 4 
§ Address ee ( 
system ; City Zone Se ; 
WEBER LABEL AND MARKING SYSTEMS i] WEBER LABEL AND MARKING SYSTEMS : 
Div.—Weber Addressing Machine Co. ; Dept. MM-6, Mt. Prospect, Illinois H 
Mount Prospect, Illinois Se ae ee ee es Ne aoe iano 
(Circle 756 for more information) 
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sensitive in detecting radioactivity, this 
precision instrument (used with — ear- 
phones) is completely self-contained and 
provides continuous or intermittent serv- 
ice. Made of heavy gauge steel, it weighs 
only 11 ounces. 

For more information, write to Cam- 
Mac Division, Micro Specialties Company, 
1834 University Avenue, Berkeley 7, Cali- 
fornia; or circle number 771 on the Reader 
Service Card. 


Valuable free work kit offers 
cleaning and maintenance savings 

Organized industrial cleaning leads to 
both lower costs and higher quality levels. 
Operating costs can be cut if inefficient 
practices are replaced with systematic pro- 
cedures for cleaning. 

A Sanitation Cost Control Work Kit, 
consisting of 29 different forms, can be 
used in the management of a modern sani- 
tation program. Among the forms are: 
Program Check List and Sanitation Factors 
Chart for self-evaluation of sanitation pro- 
grams; Process Sheet for determining work 
load; Standard Time List that establishes 
cleaning rates for all operations; Master 

































STANDARD TIME LIST 
Time in 
Seconds 
FLOOR RATES DUSTING 
Sweeping Card Ra 
Unobstructed 9 Min/M Sq. Ft. he 
Slightly Obst. = * ae 12°'x30"'x6" 
Obstructed is ¥? 15''x36"x6" 
Heavily Obst. 6 re 15°x120''x6” 
Card Sorting Mach 
Rast Mapaion Chairs, Lo 
Unobstructed 7 Min/M Sq. Ft. ee 
Slightly Obst. as 7 Steno. Fold, St 
Obstructed ing ear Cigarette Stand 
Heavily Obst. 16 ae Clock, Desk 
Clock, Wall 
"' aaa ie. See 
Jnobstructi n . Fe. 
Slightly Obst. 4s oe ss Desk Items (Small 
Diervacred so OU “4 Desks, Large, Off 
ae = a Medium Office 
eavily Obst. SS Small Office 
Buffing Writing. Small 
Unobstructed 25 Min/M Sq. Fe. * Large 
Slightly Obst. 3s 7 « Dictionary Sta 
Obstructed _ ™* ” Doors, Without 
Heavily Obst. id ae With Glass 
Strip and Rewaz Elevater, O 
Unobstructed 100 Min/M Sq. Fr. Elevator Ca 
Slightly Obst. 120 * 7 + Pie~ i 
Obstructed ™ hC* 7 oe +d 7 : 
; “ “ “ ront Il 
Heavily Obst. 180 Top 4 
Standard Maintenance Method Files — S 
All degrees of obstruction Side 
40 Min/M Sq. Ft. egal 
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Output Charts for specific standard floor 
cleaning rates; Work Schedule to distribute 
the work load on a fair but full day’s work; 
Rating Forms for determining the quality 
of sanitation on a numerical basis; Super- 
visor’s Self-Rating Form to provide the ad- 
ministrator with a tool for measuring and 
guiding himself; Supervisor’s Daily Check 
List and Correction Memo for sustaining 
the program’s daily operating efficiency; 
Personnel Grading Form for the evaluation 
and development of individual workers; 
and Maintenance Charts for the care of 
oor cleaning equipment. 

For a free copy of the complete kit as 
outlined above, write to Mehe H. Solworth, 
Cost Control Clinics, P. O. Box 25, Crescent 
Hill Station, Louisville, Ky.; or circle num- 
ber 788 on the Reader Service Card. 


New decorator planning service 
offers packaged offices 


Distinctive metal furnishings for your 
private office can be bought in one com- 
plete package, with recommendations for 
drapery, carpeting and paints included. 

Two packaged offices are available: the 
“Sierra” office has its desk and console 
unit finished in tan and green with all- 
aluminum trim in a_ bronze-gold ano- 
“Cascade” office has the 


dized finish; the 
desk, telephone stand and _ bookcase fin- 





ished in green. Carpeting, drapery and 
wall colors are selected to harmonize per- 
fectly with the furniture. These offices 
offer good looks, comfort and_ efficiency. 
They eliminate guesswork in color treat- 
ment and simplify buying. 

For more information, write to The 
General Fireproofing Company, Youngs- 
town 1, Ohio; or circle number 769 on 
the Reader Service Card. 
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Storage on wheels 
saves space 
BEFORE 


ROLLING RACKS 
USE OLD AISLES 
FOR TWO EXTRA 
ROWS OF 

STORAGE UNITS 
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So era, eee 


Use your present 
files or storage racks 
or bins to increase 
effective storage 
space by 30%-50%. 
General Electric Co., 
Philadelphia, ob- 
tained 65% greater 
utilization of floor 
space in their stock- 
room alone! Heavy 
units move on tracks 
with slight effort. 
System pays for it- 
self in 1 ta 3 years. 
Can be used in store- 
room, office or plant. 
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FOR DETAILS 


See article in Man- 
agement METHODS 
April 1954 or write 
us with your prob- 
lem for complete de-{ 
tails and obligation- 
free help. 











MOBILE STORAGE SYSTEMS INC. 
200 West 57th St. New York 19, N. Y. 


(Circle 767 for more information) 





RITE-LINE COPYHOLDER 


Promotes Accuracy - Increases Production 


PRICE INCLUDING 
NEW TreLescopic 
EYEGUIDE 


TELESCOPIC EYEGUIDE 





Accommodates all widths of copy from a machine 


tape to 20 inches. 








WW" 











EYEGUIDE CONTRACTED 








20" 
™ a *. A 
‘ EYEGUIDE EXTENDED 














FREE TRIAL OFFER Write, asking us to send you e 
RITE-LINE Copyholder with the understanding you may 


return it without charge within ten days. 


* 1025—15th Street, N. W. 
RITE-LINE CORP. '025—15t Sirget W. 


(Circle 748 for more information) 








Account 60 days overdue, next 
follow-up on the 27th. 

e This account is inactive — why? 

Better check. 

e Letter written, follow-up on 21st. 
e Long overdue—in attorney's hands. 
e Account 30 days overdue, no col- 
lection effort made. 


ACCOUNTS RECEIVABLE 


Sa il eit 





VICTOR VISIBLE SAVES CLERICAL TIME AND SPEEDS 
EXECUTIVE DECISION. Saving of over 50% in cler- 
ical time can result when records are transferred 








315 FOURTH AVENUE 


from blind filing to Victor Visible. And signals on 
the visible margins flash important facts and 
“out of line” conditions instantly. 

Victor Sectional Visible is the only visible rec- 
ord that you can expand section by section as your 
records grow. 

Speeds up stock, sales, payroll and many other 
records. Your present cards can probably be 
adapted without retyping. Write for the name of 
dealer nearest you. 


VICTOR SAFE & EQUIPMENT PRODUCTS 
Hlemington Ftand. 


NEW YORK 10 


(Circle 738 for more information) 
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keep costs down 





with accurate job time records 


- 
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CALCULAGRAPH 


MJ FIGURES PRINTS DATE 
ELAPSED TIME BB rnusuine rime 
ACCURATELY 








TOTAL ELAPSED 








Keep production costs in 
line with automatically 
computed, precision 
Calculagraph job time 
records. Just stamp card 

at beginning and ending 

of the operation. Calcula- 
graph prints date, starting and 
finishing time plus precision calculated elapsed 
time. One Calculagraph can record and compute 
job time data for one entire shop or department by 
handling any number of cards in any sequence. 
Accurate, printed Calculagraph records can be filed 
for future use in estimating on new orders and 
checking production efficiency. Calculagraphs are 
low in cost, practically maintenance-free and built 
for a lifetime of dependable service. 


COUPON BRINGS FULL INFORMATION 
— FILL IN AND MAIL TODAY! 


See us at the NOMA Show — Booth 1203 


xa CALCULAGRAPH COMPANY 


SUSSEX STREET, HARRISON, NEW JERSEY 
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Should you sell your 


products to employees 


at WHOLESALE ? 





People shop pretty care 
fully today in an attempt to get as much as 
possible for their money. Some companies 
that manufacture consumer goods have a 
policy of giving their employees a “break,” 
cost-wise. Other firms attempt to help work- 
ers reduce the cost of their buying by re- 
ferring them to wholesale houses where the 
company does business itself, but this is 
usually unofficial. 

With the possible exception of providing 
the worker with a “courtesy” card to a dis- 
tribution house, according to a survey by 
Associated Industries of Cleveland, man- 
agement believes that the employee is on 
his own when he is looking for a bargain. 
Of course, purchasing agents or othe 
people in a company who have connections, 
may give a colleague an “unofficial” assist 
when he is looking for some appliance o1 
equipment, but this kind of help is purely 
a personal affair. 

Of 17 companies interviewed, six said 
that they distribute cards received from 
“discount” houses and often have “‘dis- 
count catalogues” available for employee 
use. Four companies had no official policy 
governing wholesale purchases by em- 
ployees but said that such cases were often 
handled by people in the “purchasing de- 
partment” on a personal basis. The remain- 
ing seven firms take no part in employee 
dealings with wholesalers or with other 
manufacturers. 

Those companies that sell their own 
products to employees at “wholesale” feel 
it effects morale in two ways: it enables the 
worker to identify himself with the com- 
pany’s product (especially in the case of 
clerical workers who have no actual con- 
tact with the product) and it enables the 
worker to show his pride in the excellence 
of the company product. m/m 













"IN OUR OFFICE 


Kim Kleen 


SUP-ABMESIVGE (aan; 





THEY'RE t wibhedive 
and jomovalle” 


For labeling file folders, catalog sheets and charts 
—used for identification, visual index markers, 
map stickers—for air mail and special delivery 
stickers—address and address changes and hun- 
dreds of other uses. There’s no limit to the con- 
venience and utility of Avery Labels. 

And every office labeling job can be faster, cleaner 
and neater with Avery Kum-Kleen. There’s no 
messy gluing or licking, because Avery Labels 
are self-adhesive. They stick instantly at the touch 
of a finger—and stay stuck—yet they're easily 
removed when necessary! 

dealers: Be sure your stocks of Avery Labels 
are complete for all office needs. Free sales aids— 


displays, mats and literature are available. See 
your Avery salesman or write for samples today! 


type, stamp or write on them 
--.you'll save time and money! 


Self-adhesive Avery Labels come in your 
choice of 25 popular shapes and sizes. 


Air Mar} — 
V-5051 2 


V-6281 (Red and Blue) 





(Red) 
V-812 Special Delivery = V-5052 
V-1216 V-6282 (Yellow and Green) (Yellow) 
: V-5053 = 
V-1224 V-808 —Iijustrations are (Greet) 
V-508 one-fourth actual size 


AVERY ADHESIVE LABEL CORP., Resale Div. 150 


117 Liberty Street, New York 6 ¢ 608 South Dearborn Street, Chicago 5 
1616 So, California Ave., Monrovia, Cal, ¢ Offices in Other Principal Cities 
(Circle 706 for more information) 
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MAKE YOUR OWN INDEXES 


; And SAVE 56% Typing Time 


Just Use 


J 


ae Ln. 
















DESIRED 
Reema: he \\ 


M-K ADJUSTO | 
. TRAY-BINDERS [| 


— 


LLER REQUIRED 





and 
Hi-Lo 
STANDS 


Easy adjustable 
stands made to fit 
one or more tray- 
binders — 


> © ong © 4! 


wan (ec febute 
SORTERS 


SAVE TIME 
SAVE WORK 
SAVE SPACE 





The New, Exclusive 
INDEX 


AICO TYPERITE spppine 


With Pica Spaced Insert Strips! 


Typing Titles Is Easier Typing Is Neater, Cleaner 
For 1, 2 or 3 Line Titles Never In Zig-Zag Fashion 
Lines Are Always Straight No Soft Roller Required 


Self-service parking 
for your employees 


ee A new automatic entrance 
and exit gate for parking lots can work in 


IT’S THE PICA SPACING THAT DOES IT! 


any situation where supervised parking fa- 





cilities are now deemed necessary. The The new AICO Typerite Tabbing has blank inserts spaced exactly 2 and 
3 picas deep to permit the use of the line space lever when typing titles. 
Whereas, non-pica spaced inserts require the use of the soft roller to 
center or position the title when typing. This wastes inserts, typist's time 
and temper. So—be sure to ask for AICO Typerite Tabbing. It's the 
only Tabbing with this feature. 


heart of this self-service system is an elec- 
tronic device that is actuated by a simple 
card which serves as a “key” for the users. 

To enter the lot, the driver comes along- 
Now at Your Stationer or Write Dept. 3 for FREE Sample 


AIGNER 97 Reade St., New York (3, N, Y. 
INDEXES 4265S. Clinton St., Chicago 7, Ill. 


side the card device and inserts his card, 
which automatically opens the gate. As the 
car proceeds into the area, the wheels de- 





press a treadle which closes the gate. The 








same operation takes place when the car (Circle 701 for more information) 





leaves the parking space. Cards may be ESS SSSR TST TTR T ESET HSE STH SE TESTE EES EEE eee eee 
changed periodically to keep a control on 
the personnel using the lot. 


~ A Northwestern University uses this equip- 


50 mani ‘eeent ; 
785 on the Reader Service Card. 
5 CEDAR RAPIDS, IOWA we ‘ eeu 
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STEEL BANK and OFFICE UNITS 


TO FIT YOUR NEEDS AND SPACE. 


e 
| we / 
ie /~ 


Tray housing, counter 
units, teller units, ac- 
oro] U lah alate Mm aalelelalial-Mmel 114-9 
savings tubs, money 
buses, double capacity 
files and cycle billing 
equiment . Taieliohe-omn bs 
required. 


TRAINED REPRESENTATIVES IN 
MOST PRINCIPAL CITIES 


Complete Line of Tray-Binders, 
Stands, Record Handling and 


£ 
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Housing Equipment. 


febute 


ORPORATION 








ment in downtown Chicago to control thei 
student and faculty-member parking lot. 
They have four units at this location, two 
of which are used for entrance and two for 
exit from the lot. 

With a capacity of 460 cars, there is a 
turnover of about a thousand cars daily. In 
the five months of operation on this lot, 
65,000 cars have passed through the en- 
trance and exit gates. 

This installation at Northwestern has 
enabled them to eliminate the services of 
guards that were previously needed to 
maintain control of the restricted area. 
However, inasmuch as the guard did not 
come on duty until 8 AM and left at 3 PM, 
plus the fact that this is a heavily congested 
residential and business area, many 
“poachers” would come onto the lot when 
the guard left. They are now able to main- 
tain 24-hour control 365 days a year, with 
no human element involved. 


For more information, circle number 











FOR MANAGEMENT METHODS 


If you would like to retain your copies of 
Management METHODS, here’s a specially de- 
signed binder that will hold 12 issues with- 
out crowding. Looseleaf, it requires no post- 
hole punching. Pages open flat with no part 
of the gutter of a page hidden from view. 
Issues can be inserted in a second. The 
rich, maroon, leather-like cover is hard so 
that volumes may be stored ‘‘on end” in 
your bookcase. Each binder is embossed with 
the title “Management METHODS” 


Single binder price is 
$3.95. Or, if you have 
back issues on hand, 
save a dollar by order- 
ing two for only $6.95. 





Check or money order must accompany 
your order to: 


STATIONERS, INC. 
141 East 44th St, New York 17, N. Y. 
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New “reminder” pad 
helps get things done 

A newly designed memorandum device 
for desk use has just been introduced. 
Basically, it is a leatherette folder contain- 
ing five separate pads bound tozether and 


a pocket to hold the notes torn off these 





pads. You can see at a glance all the 


things that must be done. 

This expeditor discourages waste of 
printed forms and costly stationery for 
scribbled notes, telephone messages and 
appointments. 

For more information, write the Good- 
year Printing & Stationery Company, 270 
Lafayette Street, New York 12, N. Y.; or 
circle number 770 on the Reader Service 
Card. 


New book shows letterhead 
preferences and designs 

The “Neenah Guide to Preferred Let- 
terheads” is based on a four-year nation- 
wide survey. Thousands of men in all 
phases of business were polled in order 
to determine their likes and dislikes in 
letterheads. The book shows basic de- 
sign elements used in letterheads and sug- 
gests when to use them and in what com- 
binations, as well as the various art treat- 
ments, 

Copies of the book are not obtainable 
from the Neenah Paper Company, but 
executives and others interested in letter- 
heads can get a copy, without charge, from 
their printer. 


Practical supervisory techniques 
presented in new book 

A new management book designed for 
the ‘‘shirt-sleeve”’ supervisor and foreman, 
is entitled, ‘The Techniques of Super- 
vision.” The work contains tested ideas, 
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BETTER BUSINESS METHODS 


For Greater Profits 
Through Lower Costs 
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More Leading Companies Turn To Open- shelf Filing 
Save Over 50% in Space, Filing Time, and 75% in Equipment Costs 


More and more companies are making big savings with open- 
shelf filing...and increasing their filing efficiency for alpha- 
betic, numeric and terminal digit filing systems. Here’s what 
an executive of one prominent company has to say about open- 
shelf filing: 

“Open-shelf filing has been used by our company for over 14 
years. The cost of our open-shelf files was approximately 50% 
of the cost of file cabinets on a per filing-inch basis. We have 
not had one penny of upkeep cost since their installation. (The 
cost today would be just 25% of the cost of five-drawer file cabi- 
nets on a per filing-inch basis.) 

“From the standpoint of efficiency there is no comparison 
between filing folders on shelves and filing folders in cabinets. 
When we originally studied this problem we found that most of 
a girl’s time was spent in opening and shutting the file drawers. 
By actual time study we found that pulling folders from the 
shelves is 53% faster.” 

Shelves eight tiers high with a 30-inch aisle space are recom- 
mended. This arrangement will permit a saving of over 50% 
in space compared to five-drawer file cabinets. Here are the 
facts: saving in space—50%, saving in time—53%, saving 
in cost—75%. 

For more information on how shelf filing can reduce your 
costs and increase your filing efficiency. Circle LBV626. 


New Tape-to-Card Converter 
Has Many Applications 


The Remington Rand Tape-to- 
Card Converter punches 90-col- 
umn tabulating cards automati- 
cally from standard telegraphic 
perforated tape. Applications are 
almost unlimited, but the system 
of integrating perforated tape 
with punched cards is particu- 
larly suitable where accounting 
information is constantly ex- 
changed between distant points. 
For instance: a procedure of de- 
centralized billing can be utilized 
with tape automatically creating 
the correct punched cards in the 
home office for accounts receiva- 
ble, inventory control, and sales 
statistics. Other applications in- 
clude branch order writing, ex- 
change of information between 
office and factory, between store 
and home office, or between de- 
partments in any one location. 
The Tape-to-Card Converter is 
used in conjunction with stand- 
ard telegraphic equipment, a 
tape-perforating typewriter or 
the Remington Rand Card-to- 
Tape Converter, all of which per- 
forate a tape with standard tele- 
graphic operating codes. 





Have You Seen The New Fully 
Automatic Printing Calculator? 


Don’t fail to see a demonstra- 
tion of this amazing, new 
Printing Calculator at the 
Remington Rand Booth! Now 
for the first time you get in 
an office figuring machine, all 
these features: Automatic Mul- 
tiplication * Automatic Divi- 
sion *« Automatic Credit 
Balances *« Automatic Total 
Control * 10-Key Touch Addi- 
tion and Subtraction * Simpla- 
tape * 2-color Ribbon *« Con- 
stant Key * Capacity up to 100 
trillion. 
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See the Newest Developments in 
Supplies 

Systems 

Equipment 

Office Management Machines 


At the Annual Conference of the 

National Office Management Association and the 
Office Machinery and Equipment Exposition 
held in connection with it, in the Kiel 
Auditorium, St. Louis— May 23rd through 26th. 


Here’s the most amazing microfilm camera ever built! 

It’s the Remington Rand Film-a-record Model 8 — small 
enough to carry, yet engineered to give highest quality, big- 
machine performance. Never before has there been a microfilm 
machine which has packed so much into such a compact unit. 
Now you can carry your microfilm camera to field locations... 
quickly move it from department to department...set it on 
table, desk or typewriter stand. This precision unit gives 
crystal-clear, sharp images...and is equipped with valuable 
big-machine features. Circle F382. 

Also, see demonstration of Film-a-record Model 4, versatile, 
yet economical, flat-bed camera. It microfilms single sheets up 
to 11” x 17”...bound books—anything written, printed, or 
drawn, at 21 diameters of reduction. 


See Transcopy Duplex—the revolutionary single-uwnit machine which 
will photocopy any record—written, printed or drawn, up to 
14%” wide, and any length. It does the complete job of exposing, 
developing and making a positive print in a matter of seconds. 
No darkroom needed, no running water, no drying time... you 
can use it anywhere, move it anywhere—simply plug it into 
any standard electrical outlet. Circle P334. 


Film-a-record Model 8 
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New Low-Cost PRECISION Microfilming Unit... 





Modernize To Economize 
Rohot-Kardex Saves 30% 
On Posting Time 


One of the best ways to econo- 
mize is to increase efficiency and 
output. Among the latest and 
most modern of the many prod- 
ucts to be demonstrated is Robot- 
Kardex. It saves up to 30% of the 
average clerk’s posting time and 
up to 59% on space—not to men- 
tion physical fatigue and em- 
ployee turnover. A touch of the 
finger to an index key and in 4 
seconds (average) any one of 
over 4000 sets of visible records 
comes to the clerk, positioned for 
‘apid, convenient, desk-height 
posting and reference. Robot- 
Kardex is widely used to modern- 
ize active inventory control sys- 
tems that present dangerous out 
of stock conditions for whole- 
salers...in plants to insure ade- 
quate stocks for effective produc- 
tion and maintenance. It reduces 
record-keeping costs for sales 
management and provides visi- 
bly slanted records on each cus- 
tomer and prospect that increase 
sales, reduce customer turnover 
and build new business. It’s ideal 
for confidential employment rec- 
ords that visualize all data 
needed for effective personnel ad- 
ministration. Be sure to see this 
means of speeding up visible sys- 
tem operations. Circle KD730. 
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Room 1523, 315 Fourth Avenue, New York 10 


Kindly circle the literature you desire: 
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techniques and methods of supervision 
found successful by management people in 
the fields of human relations, cooperation, 
morale, discipline, accident control, train- 
ing, work simplification and supervisory 
management. 

The book is available in a low-cost paper 
edition or a regular bound copy. 

For more information, write the National 
Foremen’s Institute, Inc., New London, 
Connecticut; or circle number 783 on the 
Reader Service Card. 


Cenvenient combination rubber 
stamp pad and pen set 

A combination stamp pad and pen set 
was designed to simplify good housekeep- 
ing by keeping stamps, pen and pad all 
in one place. Stamps are held at proper 
angle for instant pick-up by means of a 
slight elevation in the base of the stamp 
recesses. 


A regular rubber stamp pad 





is locked securely in place by a simple 
set screw. Pad cover, when open, will 
hold additional stamps. Complete set 
is easily reversible for placement on left 
or right side of desk. 

For more information, write to Metal 
Products Engineering, Inc., 4000 Long 
Beach Avenue, Los Angeles 58, Cal.; or cir- 
cle number 801 on the Reader Service 
Card. 


Intercom system features 
high volume control 

An intercommunications manufacturer 
has announced a master selective system 
with ten times the volume of conventional 
intercom systems. The system operates on 
AC current only and is designed for cover- 
ing large areas, either indoors or outdoors, 
or where high noise levels would drown 
out ordinary intercommunications facilities. 

The master station can talk and listen 
to any one sub-station or to all, simultane- 
ously. Once a conversation has been in- 
itiated with a sub-station, persons at sub- 
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NEW MORRIS 
double 


SAFE-T-SET 


won't spill—can’t leak 


_ Puddle- 
“> Proof! 






Here’s the ultimate in writing convenience—the new Morris Safe-T-Set 
with the exclusive Morris Safety Feature. Tip it... Tilt it... Turn it 


upside down. Won’t LEAK. Can’t SPILL 


. It's PUDDLE-PROOF! Ideal for the 


busy executive who desires two styles of pen points (for signatures AND 
detail work) and/or two colors of ink. Each well holds full two-ounce 
ink supply. The Morris Safe-T-Set has the pen with a point in your favor 
—a Morris hard-tip point. A point to suit your individual writing style. 
Eye-pleasing design ...in all popular colors. The finest desk set at ANY 


price. WRITING’S BELIEVING. 


(See your stationer or office supplier today.) 








BERT M. JMorris co. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIF. 
In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd. 
Montreal, Quebec 





(Circle 736 for more information) 





This is an executive — 
fussing with 

details a clerk 

should be handling! 


How many extra hours do your 
department heads spend searching 
for the many tiny details that 
make up the all important picture 
of a departments overall operation. 





Title 

Company 

Address . : 
CIN asians Ss COG Sion SHANG . 


The answer to this problem — as 
thousands of others have found — is 











PRODUC-TROL 


Produc-Trol is a visual control system that gives you 
facts, automatically compared and analyzed, at a single 
glance. Whether it’s Order Control, Inventory, Parts 


Available for Assembly, Sales Statistics, or 
one of the other many and varied applica- 
tions, Produc-Trol eliminates the time-waste 
and inaccuracies that hamper executive de- 
cisions. Send the coupon today — let us 
show you how Produc-Trol can save time 
and money — and increase efficiency in your 
entire operation. 


PRODUC-TROL IS BEING USED EX- 
TENSIVELY FOR CONTROL OF: 

® Purchase Orders ® Traffic 

®@ Parts Available ® Sales 
for Assembly 

® Parts in Process 

® Manufacturing 
Orders 

® Maintenance 


® Personnel 
® Dispatching 


® Machine Loading 


‘Effective Tools for Effective Management’ 


(Circle 754 for more information) 
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stations need operate no controls and can 


reply from a distance. For outdoor use, a 
nine-inch weatherproof horn is supplied. 

For more information, write to Talk-A 
Phone, 1512 So. Pulaski Street, Chicago 23, 


Illinois; or circle number 777 on the 


Reader Service Card. 


New catalog of self-service 
reading rack booklets 

Personnel administrators, looking for 
educational booklets for employees on any 
subject from atomic energy to taxes o1 
household zoos, can find them listed in a 
newly released catalog. 

The catalog contains detailed descrip 
tions of 93 attractive and easy - to - read 
booklets on a wide variety of subjects. 
Although the booklets are designed pri- 
marily for free distribution by companies 
to their employees through self - service 
reading racks, they are also suitable for 
use by schools, colleges, libraries, churches 
and other organizations interested in  in- 
forming large groups of people. 

An estimated 1800 corporations are now 
furnishing employees with more than five 
million booklets a month on such varied 
subjects as economics, health, safety, spir- 
itual guidance and social problems. 

For a copy of the catalog, write the 
Good Reading Rack Service, Inc., 76 
Ninth Avenue, New York 11, New York; 
or circle number 776 on the Reader Serv 


este 


Lifetime magnetic tape 
solves retention problems 


ice Card. 


\ magnetic recording tape, “uncondi- 
tionally guaranteed” never to break on 
curl when used under normal conditions 
of recording and playback, has been de- 
veloped recently. 

Storage is no problem since it will not 
shrink, stretch, nor dry out. Under even 
the most abnormal climatic conditions, 


neither humidity nor temperature will af 


NOW! 


Quickly, Easily, Effectively Destroy confi- 
dential papers, records in your own office! 


NEW SHREDMASTER 10 


Bamam 


portable shredding machine designed especially 
for office use! Quiet, compact, streamlined! 


Never before an office shredding 
machine combining the speed and 
economy of the new SHRED- 
MASTER BANTAM 10. Anyone can 
operate it. No fuss, no trouble! 
Greater cutting width, speed, 
capacity, and power than ever 
before! Safety throat! Smart func- 
tional design, about size and 
weight of business typewriter. 
Priced well within the budget of 
all businesses - large or small. 















YOUR PAPERS 
GO IN HERE 


FREE: Colorful, illus- 
trated, descriptive 
folder, includes 10 DAY 
FREE TRIAL details 
Write ‘‘SHREDMASTER 
BANTAM 10'’ on your 
letterhead or postcard, 
and mail today to: 


Jie SHREDMASTER 
C expovate a 
A Division of Self Winding Clock Company, Inc. 


199 Willoughby Avenue 
Brooklyn 5, N. Y. 


UNREADABLE 
SHREDS COME 
OUT HERE 





(Cirele 765 for more information) 








ie) > a 


%& LUCRATIVE SALES 
OPPORTUNITIES 


...im guaranteed territory for inde- 
pendent distributors. 


Controllers, cost or manufactur- 
ing department heads presently 
employed at $7,000 plus preferred. 


Five-figure earnings customary with 
ViSIrecord. Send resume to Dept. MS. 


ViSirecord, Inc. 
Copiague, Long Island, N.Y. 


See our full color ad on page 55 
‘ar 
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Makes 60 
Copies a 
Minute 


TURNS OUT 
i ¢ PRICE LISTS 


¢ MAILING 
F PIECES 
Matera secedline 
$ Duplicator 
e MEMOS. 
plus Fed. T 
3 Yes, the NEW $g4qso Complete with 
Speedliner gives supplie 
v you the help you 
need when you want to produce lots of copies, 
quick! No mussy stencils! Takes any size— 
i postcard to 8'/y” x 14”. Like having dozens 
of typists around. A compact machine that 
makes copies—in one, two, or up to five colors 
3 -2i one time for less than Y3 cent per copy. 
No muss or fuss! Anyone can run it! 


Send for FREE BOOK 


Tells what new low cost spirit du- 
plicating is, how it works—and 
lists hundreds of ways to use it to 
help any business, profession, or 
service. 













SPEEDLINER COMPANY ! 

4404 N. Ravenswood Ave. 1 

a Chicago 40, Illinois, Dept. 5 I 

Please rush me FREE Copy of book on low cost | 
spirit duplicating—and full details on the new 

& Speedliner. j 

Oo | 

i Firm wea pee | 

Address we | 

z City 206. I. 

wom eee 


(Circle 764 for more information) 





Are you proud 
of your offices ? 





See the announcement on page 36 
of the “BEST PLACE TO WORK” 
Awards sponsored by Management 
METHODS. Anvone may entel and 
you can submit as many entries 
as you like. All entries will be con 
sidered for publication whether or 
not they win an Award. ‘Turn to 
page 36 for complete details. 
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fect it. Any timing errors caused by tape 
elongation or shrinkage are eliminated. 
The permanence of the tape means that, 
for the first time, universities, libraries and 
industry can use magnetic tape on which 
to store records to be kept indefinitely. 
For more information, write to Reeves 
Soundcraft Corporation, 10 East 52nd 
Street, New York, New York; or circle 


number 768 on the Reader Service Card. 


Portable rear-projection 
screen made of plastic 

\ new, plastic rear-projection screen dis- 
tributes light evenly throughout the picture 
and permits viewing from unusually wide 
angles. This permits use of all seating area 
in an exhibition room. A. specially em- 


bossed surface diffuses light passing through 





it, eliminating the spot of brighter light in 


the center of the projected picture. 

The screen is easily folded for carrying 
with a portable frame of lightweight 
aluminum tubing. A 9 x 12’ screen and 
accompanying frame fit into a handy 
carrying case only 6” x 8” x 4’. They are 
available in standard sizes from 43” x 58” 
to 1014’ x 14’, with or without the portable 
frames included. 

For more information, write to Com- 
mercial Picture Equipment, Inc., 1567 W. 
Homer Street, Chicago 22, Illinois; or circle 


number 784 on the Reader Service Card. 


Carbon interleaved forms 
refolded by automatic device 

\ gravity carbon separator, with carbon 
rewind, has been developed for use with 
punched card accounting machines. The 
device is designed to remove interleaved 
carbon from forms as they are issued from 
the machine, to refold copies of the form 
into individual packs and to provide a 
method for convenient, clean disposal of 
the used carbon by rewinding it on spools. 

Each spindle will accommodate approxi- 
mately 500 lineal feet of carbon. Speed of 
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Complete drinking water service, natural drinking facilities . . . cuts 
including AJAX or AERO Paper down absenteeism because it re- 
Cups and dispensers, improves em- duces the hazard of transmitted in- 
ployee morale because it provides fection. Eight out of ten people 
clean, sanitary, comfortable and f * prefer it. Ask your paper merchant. 

AJAX® _ AERO® 


e PAPER CUPS oe mn © cups PS curs 
Ad A DISPENSERS sae ks/ 
CUP FILLERS , Also COLUMBIAN and 
UNITED STATES ENVELOPE COMPANY Oe 
ty General Offices: Springfield 2, Mass. 


It pays to deal with tie 
. 15 DIVISIONS FROM COAST TO COAST 


distributor who carries the 
(Circle 753 for more information) 








complete line of paper wa- 
ter drinking cups. C2-M 








ee _ Important money goes 
." out in your wastebasket 




















One of the country’s large firms did a 
study on waste — the waste of letters that 
had to be retyped. And their surprising 
finding is that 48¢ goes out the window 
every time a mistyped letter goes into the 
wastebasket — time and paper are money! 


EZERASE fine Bond and Onion Skin with 
a plus is the ANSWER — the plus feature 
is absolutely clean erasures with an ordi- 
nary lead pencil eraser. Everything that’s 
typed can be made on the original try. 

Write us on your 
company letter- 


head for sample of 
Ezerase Bond. 








a 


| MILLERS FALLS PAPER COMPANY 
| Millers Falls, Massachusetts Dept. M-5 


Please send me the FREE sample of EZERASE and 
“Letters for Signature’ folder. 


Name 





Position 








Company. 
Address 
City State 
(Circle 732 for more information) 





BOND + ONION SKIN 
OPAQUE - EZERASE 
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Here’s the dial 








that will cut 


your 


printing bills! 


7) 260 


with Continumatic Inking 





Simplicity ... cleanliness... 
economy ... versatility ... never 
available before in any stencil 
duplicator! 


Because the quality of Gestetner duplica- 
tion is so high . . . Gestetner owners are 
finding that jobs which once had to be 
sent out can now be done right in the 
office—quickly, economically. Ask for a 
demonstration ! 


Duplicating 
at its finest 


—since 1881 


Sales and Service 
from Coast to Coast 





City, Zone, State.. 


ee ee ey ee 


(Circle, 723 for more 
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Use this check list 
when you buy a duplicator 


Is it simple to operate? With the 
Gestetner, all you do is dial the ink 
density you want, then dial the 
number of copies you need. 
Simplicity itself! 


Is it clean to operate? Only 
Gestetner uses paste ink—from a 
tube that clips into the machine 
No pads, cans or brushes. 


“/ Arange of colors—easily changed? 
Only Gestetner offers more than a 
dozen attractive colors which can 
be changed quickly and easily. 


Is the price right? Most people are 
genuinely surprised at the Gestet- 
ner's low price—for a machine with 
sO mony unusual advantages. 


SEND FOR YOUR COPY 
OF THIS USEFUL BOOKLET 





Gentlemen: Please send me a copy of your new booklet ‘'30 Ways to Get the Most from Your 


oy a 
Gestetner Duplicator Corp., Dept. 27, 50 McLean Ave., Yonkers 5, N. Y. 
I 

1 Duplicating Equipment’’. 

l 

! 

| Name. 

Company. 

{| <Address..... 

l 

I 

| 
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the device is equivalent to the speed of 
the business machine. The spindle wraps 
the used carbon as it is released from the 
machine and will respond on single line 
tabulation, heading skips or any eject dis- 
tance at any machine speed. 

Loading is accomplished by merely wrap- 
ping the carbon once around the spindle. 
When the roll is full, the spindle is re- 


leased by a simple latch mechanism and 
the carbon slips into a waste container. 

For more information, write The Stand- 
ard Register Company, Dayton 1, Ohio; 
or circle number 773 on the Reader Serv- 
ice Card. 
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Adding machine produces coded 
tape for data processing 

The first adding and listing machine with 
a tape-punch mechanism is now available. 
An adaptation of a ten-key adding ma- 
chine, it produces a standard adding ma- 
chine tape and, at the same time, auto- 
matically punches selected data on a five- 
channel code tape, which has many uses 
for subsequent processing. 

The simultaneous production of the code 
tape with the adding and listing of origi- 
nal data completely eliminates the inter- 
mediate operations of punching and _ veri- 
fying the cards or the copying of the origi- 
nal data at various stages of processing. 

The machine is a completely flexible 
unit. Each of the operating keys is a ‘live’ 
key—that is, one key depression causes the 
machine to perform the function indicated 
by the key. Numerical data may be punched 
from the depression of any live key, such 
as Add, Subtract, Print Only, Sub-total and 
Total keys, depending on how the machine 











REVOLUTION 
ahead! 


How to Avoid 
“Bloodshed” 
In Your Office 


All signs point clearly to a revolution in office 
procedure in the months ahead. 


Management is faced with a paradoxical 
problem. On the one hand, constantly-mount- 
ing clerical costs must be reduced. At the same 
time, increasing work loads make it out of the 
question to cut down on office personnel. It’s a 
situation that calls for revolutionary methods. 


Just as “‘push-button’’ techniques have in- 
troduced a new era in production, automatic 
methods through “mechanical brain’’ equip- 
ment are providing the most practical means 
for slashing clerical costs and improving office 
procedure. 


Since 1933, Statistical Tabulating Company 
has been working with management in apply- 
ing the speed, efficiency and economy of 
mechanical facilities to clerical requirements. 
Today, this organization provides a service 
that utilizes the wonder machines and auto- 
matic techniques to revolutionize office proce- 
dure and reduce costs to a minimum. Through 
it, office loads are being re-appraised and re- 
aligned. Manual operations are giving way to 
mechanical tabulating. Machine accounting is 
opening new avenues of savings in time, 
personnel and money. 


No question about it—the automatic age in 
office operations is dawning, creating a blood- 
less revolution all over the country. The con- 
tinuing expansion program at STATISTICAL re- 
flects the faith of this organization in ‘‘push- 
button” techniques as the solution to excessive 
clerical costs and increasing work loads. 


STATISTICAL’s long experience is available to 
you in getting a quick appraisal of your clerical 
picture. It’s a situation that calls for action .. . 
now. That’s why it will pay you to talk over 
your problem with a STaTIsTICAL methods 
engineer. Just phone or write the STATISTICAL 
office nearest you for an appointment at your 
convenience. No obligation, of course. 


STATISTICAL 


TABULATING COMPANY 


Established 1933 * Michael R. Notaro, President 


CHICAGO NEW YORK ST. LOUIS ’ 
53 W. Jackson Blvd. &9 Broad Street 411 No. Tenth St 
HArrison 7-4500 WHictehall 3-8383 CHestnut 1-5254 
NEWARK CLEVELAND 
National-Newark Bldg. 1367 East 6th Street 
MArket 3-7636 SUperior 1-8101 


TABULATING + CALCULATING + TYPING 


TEMPORARY OFFICE PERSONNEL 
(Circle 750 for more information) 
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YOU’RE RIGHT! 
Pata-TRACE 


TRANSLUCENT MASTERS 


ARE THE 
ANSWER 






Pata- TRACE translucent 
masters FOR YOUR OFFICE. 


Duplicate copies by Direct Copy 
Printing are best when made with 
Pata-Trace Translucent masters. Save 
time and money with sharp copies 
printed at highest speed. Available from 
light weight paper to card stock. 

write for FREE folder of samples 
BIENFANG PRODUCTS CORP. 
Metuchen 7, New Jersey 
West Coast Distributor 
PACIFIC STATES PAPER SUPPLY CO., INC. 
1730 E. Holly Ave. + El Secundo, Calif. 


(Circle 761 for more information) 















you pick up 4 voll 





Ze seer charts! 


You can be a professional ‘‘draftsman” in mine 
utes (so can anyone in your office.) 


Everything you need to make an accurate, 


professionally drawn graph is pre-printed on 
self-sticking acetate tape! Lines, dotted lines, 
bars, people, coins, autos, — everything! Merely 
plot your dots—roll on whatever you want. 
Presto! A professional graph, without profes- 
sional help, time or costs. 

Write today for all the details on this revo- 
lutionary graph-making method! Chart-Pak 
materials also available for organization and 
flow charts, and office layout. 

















c ee eee ee ee en ae ee ee ee a o> an ams 
Ireact marx CHART-PAK, INC. ! 
| 96-E Lincoln Ave. Stamford, Conn. 
Rush that Chart-Pak information to: \ 
| Name | 
! Company ; 
. Address 
| City State 1 
ee ee ee Rae J 


(Circle 711 for more, information) 
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is programmed. Repetitive information 
also may be programmed to be punched 
automatically during any selected phase 
of the operation. 

For more information, write the Friden 
Calculating Machine Company, Inc., San 
Leandro, California; or circle number 795 


on the Reader Service Card. 


Free booklet describes variety 
of reproduction materials 

Up-to-date data and information on the 
characteristics of certain reproduction ma- 
terials are provided by a new edition of 
the publication, “Modern Drawing and 
Document Reproduction.” 

Designed to provide basic information 
on special reproduction materials for use 
in engineering, industrial and other fields, 
the booklet is available without charge. 
The latest data on sheet sizes, roll sizes 
and packings has been incorporated for 
all products covered. 

For a free copy, write to Industrial Sales 
Division, Eastman Kodak Company, Roch- 
ester 4, New York; or circle number 745 


on the Reader Service Card. 


New personal pre-selected 
personnel paging system 

A new personnel paging and communi 
cation system, with portable receivers 
smaller than a cigarette package, was just 


released. 


The new system makes possible the pag- 








Reduce Clerical Turnover! 
Save Yourself Money... 


with ROL-DEX* by Watson! 


established 1887 





ROL-DEX installation in the offices of Service Pipe Line Company, Tulsa, Oklahoma 


Satisfied Operators 
Stay on the Job! 


With ROL-DEX,—the modern machine filing system,— 
records roll to the seated operator. Cuts fatigue... 
reduces chance of error. ROL-DEX is built to fit 

your needs... large or small. No new forms to buy... 
nothing to retype. Pays for itself in direct savings 


to you. Inquire about ROL-DEX now. 


*Pat. and Pats 


Pending 
See ; 
1 WATSON MANUFACTURING CO., Inc. i 
ROL-DEX : Rol-Dex Division, Dept. M-12 
at the : Jamestown, New York 1 
1 
' Please send me information about ROL-DEX record units. 1 
NOMA ! 
% ; Company ; 
International ' : 
| Name Title 1 
Conference ' 1 
4 ; Street Zone ' 
St. Louis : a : 
ity tate 
May 24-27 Be EE NCE AGE NS | an Se eee 


Watson also builds a complete line of filing cabinets 
and courthouse, bank and hospital equipment. 


(Circle 755 for more information) 
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ing and relaying of messages to certain 
key pre-selected personnel; messages are 
transmitted only to those so designated. 
There is no public address, no blaring ot 
disturbing horns 

Fach of the key personnel is ecauinped 
with a lightweight receiver and midget 
“speaker.” ‘The total weight of both is 
under four ounces. These speakers per- 
mit only the wearer pick up the mes 
sages and operate on a true-tone fidelity. 

In a test installation, personnel were lo 
cated within 15 seconds, as compared with 
former horn-type loud-speakers where the 
average time ranged from four to nine 
minutes. It also permits receipt of mes 
sages in an area of high noise level. 
write to Dicto- 
95-25 149th Street, 
Jamaica 1, New York; or circle number 789 
on the Reader Service Card. 


For more information, 
graph Products, Inc., 


Desk model portable adding 
machine offers direct subtraction 

A new lightweight adding machine 
handles figures up to $99,999.99. To add, 


the dials are rotated clockwise: to sub 





tract, the dials are rotated counter-clock 


wise. A flick of the finger clears the ma- 
All totals 
are visible all the time. ‘Two separate 


chine for the next set of figures. 
groups of figures can be added or sub 
tracted at the same time, i.e., amounts at 
one end—units at the other. 

The machine is precision-built and dur- 
able, though extremely low-priced. 

For more information, write the Light 
ning Adding Machine Sales Company, 234 
West 37th Place, Los Angeles 7, California; 
or circle number 798 on the Reader Service 
Card. 


New product applied to 
fingertips eases paper handling 


A new fingertip preparation expedites 
paper handling of all kinds, such as sort 
Quickly 
stainless, 


ing, collating, filing or counting. 
applied, it leaves a_greaseless, 
tacky film on the fingertips, making all 
types of paper easy to handle. It is com- 
pletely harmless and washes off readily. 
For more information, write the Lee 
Products Company, 2736 Lyndale Avenue 
South, 


number 794 on the Reader Service Card. 


Minneapolis, Minnesota; or circle 
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unnoticed, 


es lt lis thie 
continual leaks rather than occasional 
major breakage and spillage that hike 
costs and drain profits in business. A 
realization that waste cannot be stop 
ped by mere edict, but must be chal- 
lenged by tight plant organization has 
brought signal success to our program, 
resulting in surprising dollars-and-cents 
gains at both our plants. 

“Conservation—Key to Progress” has 
been adopted as the slogan of the cam- 
paign. Every employee of every depart- 
ment, regardless of level, was made con- 
scious of how a failure to control waste 
can affect him or her adversely. Dozens 
of common practices, involving losses 
of greater or less degree, were pin- 
pointed and measures introduced to 
correct them. 

The program began with the or- 
ganization of a Conservation Commit- 
tee, consisting of a representative from 
each department who is entrusted to 
make decisions for his group. Each 
member of this committee is respon- 
sible for organizing the people in his 
department and naming monitors who 
will spot waste within his precinct, sug 
gest and report employee suggestions 
for means of eliminating procedures 
which result in waste. 

Nothing is considered too insignifi- 
cant or unimportant to be dealt with. 
It may be sufficient merelv to call an 


employee’s attention to something 
which is unnecessarily wasteful or, if 
the problem is not so simple, it is taken 
to a higher level to determine a means 
of correcting the trouble. Scores of 
practices, formerly regarded as routine 
in the shops and offices, have been 
found to be wasteful and unnecessary. 
Full cooperation from all concerned 
brings about a prompt correction. 

One of the most helpful results is 


found in the attitude of employees to- 


War on waste 


CURBING PETTY WASTE SAVES DOLLARS 


by Robert O. Denny 


President, Grand Central Aircraft Co., Glendale, California 


ward trivial and supposedly inconse- 
quential drains that had theretofore 
been considered unimportant. It is 
from the attention to minor things like 
these that some of the most satisfying 
returns in dollars and cents have been 
accomplished. 

The clerk who regards a pencil as a 
tool that can be sharpened but once 
before being discarded is a frequent 
target now and is soon convinced that 
such a practice, multiplied hundreds of 
times, is a cost-increasing factor in the 
Leaky 


that have been allowed to drip away 


company’s operations. faucets 
because the resultant loss of water o1 
oil seemed inconsequential are recog- 
nized for what they really are—heavy 
drains on profits over a long period of 
time. Greater care in the use of such 
things as tools, vehicles and stationery 
is constantly stressed. 

Watchfulness on the part of every 
employee is encouraged and awards 
made to those who discover sources of 
waste and suggest means of putting an 
end to them. Attractive posters, bearing 
appropriate slogans are hung conspicu- 
ously throughout the building and 
yards. In order to stimulate interest in 
the campaign, a contest was conducted 
among employees with a reward in cash 
for the most original character con- 
ceived to symbolize conservation. The 
result was a sort of “fairy godmother” 
who personifies conservation, Mziss 
Protector. Her 


now adorns all posters and literature 


Penny shapely figure 
pertaining to the drive. She helps to 
keep everyone constantly aware of the 
war on waste and helps to teach them 
to abhor wasteful practices. 

Not only does this campaign bring 
material rewards to company and em- 
ployees, but it has created a morale 
even more important to the success and 
progress of Grand Central. m/m 
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PRINTING SALESMAN 
Substantial drawing account . . . Present 
sales force averages $10,000 per year. Exclu- 


sive territory . . . established 


Commercial Businesses. 


Dayton 7, Ohio 





Sales Office and Phone Furnished 
WRITE SALES MANAGER 


The REYNOLDS & REYNOLDS Co. 


Printers and Lithographers Since 1866 


accounts. 
Every automobile dealer is now a customer. 
Unlimited potential selling Accounting Forms 


. One Time Carbon Sets . . . Checks 
. Stationery . . . Envelopes. Complete 
Systems for Payroll . . . Inventory . . 


Mechine Accounting, etc., to Industrial and 
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What Have All These Industrial Leaders 
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refrigeration 
air conditioning 





First installed in 1942, ViSlrecord 
is now used in 33 installations due 
to its efficiency and money-saving 
features. York Corporation. 





ViSIrecord used for fast location 
of passenger destinations and 
fares in sales of tickets. 

The Pernsylvania Railroad. 


Chiclets 


Machine posting of stock records 
faster, more accurate with VISI- 
record. Results very satisfactory. 
American Chicle Co. 







in Common Besides Success? 


ViSirecord 


20% increase in posting speed, 
73% more disbursements handled 
per day with ViSIrecord. 

Durez Plastics & Chemicals, Inc. 





ViSIrecord reduces look-up refer- 
ence time 50%; saves about 
$3,000 yearly. Pure Milk Assn. 





esc 





Coupon budget window posting 
credit control improved customer 
service, increased employee pro- 
ductivity, with low investment and 
operating costs, W. T. Grant. 


Handling and posting with 
ViSIrecord saves 5 days monthly, 
on over 12,500 active accounts 
receivable. 

Commercial SolventsCorporation. 


B E L bAhroreft CORPORATION 


ViSIrecord has resulted in sub- 
stantial savings in time, personnel, 
and space—in some cases permit- 
ting one person to handle work 
formerly performed by two or 
three. Bell Aircraft Corporation 


EBERHARD FABER 


and ViSiriter facsimile order 
, coding cuts billing errors 90%. 
Eberhard Faber Pencil Co. 









» The roll call of ViSlrecord users reads like a Who’s Who of 
American industry. And no wonder. Since its inception 
fifteen years ago, ViSIrecord,the pioneer and producer 
of the only complete line of visible vertical record- 
keeping functional equipment, has saved these 

companies millions of dollars in time and manpower. 


“VISIrecord has developed the only known 


speedy method of filing punched tape.” 


*Lucrative sales opportunity! See our ad on p. 50. 


eo 


Qualified system engineers will gladly survey your requirements without obligation. 5 a 


viSirecord, Inc. Copiague, Long Island, N.Y. > Offices in Principal Cities 


—T & & WORLD S FASTEST Vist Gee RECORD KEEPU(WNG SsY¥Ys Tew” 


(Circle 766 for more information) 
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electric 
typewriter 


*By actual mechanical measurements, of 
inch ounces of energy for key, space bar 


and Carriage return operations, 


(Cirel 





The wear-and-tear you save your typists whens you switch 


from manual typewriters to fast IBM Eigetrics means big 


dollar savings to you. 

Actually, [BM’s easy, fingertip touch and electric con- 
trol greatly increase typing production through saving 
95.4 per cent of the energy required to operate a manual 
typewriter. A whole hour's typing on an IBM requires less 
energy than 3 minutes on a manual! * 

Add to this the benefits of finer-looking work, better 
morale among your staff, greater prestige among your cus- 
tomers, and it’s easy to see why business firms have bought 
more than 3 times as many IBM’s as all other models of 
electric typewriters combined! 

For full information, write Dept. MA-1, International 
Business Machines, 590 Madison Ave., New York 22, N. Y. 
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